
 

CITY COUNCIL WORK SESSION 
Monday, November 18, 2024 at 6:00 PM 

Council Chambers and YouTube Livestream 

 
 

Website: www.forestparkga.gov  
YouTube: https://bit.ly/3c28p0A 
Phone Number: (404) 366.4720 

FOREST PARK CITY HALL 
745 Forest Parkway 

Forest Park, GA 30297 

The Honorable Mayor Angelyne Butler, MPA 

The Honorable Kimberly James 
The Honorable Hector Gutierrez 

 

The Honorable Latresa Akins-Wells 
The Honorable Allan Mears 

Ricky L. Clark Jr, City Manager 
Randi Rainey, City Clerk 

Danielle Matricardi, City Attorney 

AGENDA 

VIRTUAL NOTICE 

To watch the meeting via YouTube - https://bit.ly/3c28p0A 

The Council Meetings will be live-streamed and available on the City's 

YouTube page - "City of Forest Park GA" 

CALL TO ORDER/WELCOME: 

ROLL CALL: 

ADOPTION OF THE CONSENT AGENDA WITH ANY ADDITIONS / DELETIONS: 

ADOPTION OF THE AGENDA WITH ANY ADDITIONS / DELETIONS: 

CONSENT AGENDA: 

1. Council Discussion on the Approval of Fire Catt Annual Hose/Nozzle Testing-Fire & EMS 
Department 
 
Background/History: 
FPFD has an agreement with Fire Catt for three (3) years, with 2024 being the final year. This vendor 
performs the fire hose testing, which includes nozzles. Pricing is determined by the actual feet of the 
hoses. Other services include pressure testing, ID numbers, and labeling; inspecting outer jacket, inner 
liners, coupling, and threads; inspecting gaskets (replace if needed); lubricating couplings and apparatus 
connection points; tagging any defective hoses; and recording data and reports. 
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$3,906.40 will be funded by capital 300-61-3510-54-2502.  $8,000 will be funded by 100-61-3510-52-
2203. 

2. Council Discussion on the Approval of the Request of Blanket Purchase Order for (TEMS 
Consultants)- Procurement/Fire & EMS  
 
Background/History: 
Trinity EMS Consultants (TEMS) is a contracted vendor that provides patient billing services for the FPFD. 
We are requesting a Blanket Purchase Order for the remaining months of FY24-25, not to exceed 
$20,000. On average, we are paying about $2,200 per month for these services from the general fund: 
100-60-3610-52-3900. 

3. Council Discussion on the Approval of the Purchase of Computer Hardware-Procurement/ 
Information Technology  
 
Background/History: 
The IT department is seeking approval to purchase 20 laptops, docking stations, and monitors from the 
DOAS cooperative contract 99999-SPD-SPD0000060 with CDWG. This hardware purchase was 
budgeted and is part of our regular maintenance under our computer hardware refresh cycle.  

4. Council Discussion on the Approval of a 6-month renewal for Nutanix Server Software-
Procurement/Information Technology  
 
Background/History: 
The City has two (2) core host clusters that host all of the City’s virtual machines. These host servers 
are manufactured and supported by Nutanix. Both the support and the virtualization software can only 
be provided by Nutanix, and there is an annual renewal for the software/support. We historically have 
done the renewal for a one (1) year term as that is standard, but we have elected only to do a 6-month 
term. This is because we plan to migrate to new host servers for the new City Center. Depending on the 
timeline of that project, we would not want to extend the support past the point where the current hosts 
are needed. Renewing 6-months at a time is not more expensive and provides us with some additional 
flexibility. IT requests the 6-month renewal period with InterDev for $43,936.28 from the General fund.  

5. Council Discussion on the Approval of a Task Order for Falcon Design to provide additional 
survey and perform environmental delineation as required by Starr Park Design Team-Planning 
and Community Development Department 
 
Background/History:  
The architects for Starr Park are requesting an additional survey and an environmental delineation of a 
3.23-acre site the city acquired from Clayton County.  The site located southeast of Starr Park will be used 
for a proposed soccer field.   

NEW BUSINESS: 

6. Council Discussion on the Approval of the Beautification Committee Members Appointments – 
Code Enforcement Department 
 
 
 

Page 2



Forest Park, GA City Council Work Session Agenda 11/18/2024 
 

 

Background/History: 
Staff is seeking approval for re-appointments for (4) Beautification Committee Members for Beautification 
Committee Members: Ward 2 – Ann Keith, Ward 3 – Lashawn Boykin, Ward 4 – Lois Wright, at large – 
Kwadernica Rhea for a (1) year term. Staff also recommends approval to appoint Zachary Lee to the 
Beautification Committee to represent Ward 5. 

7. Council Discussion to Enter Into a Contract for Website Redesign and Replacement Services-
Procurement/Executive Office  
 
Background/History: 
The City of Forest Park currently utilizes its dedicated website (www.forestparkga.gov) as a one-stop shop 
for information related to city services, news, department updates, and online payments. The city issued 
a Request For Proposal for website redesign and replacement services through the Office of Procurement 
because the website has not been updated in over five years. The project consists of providing overall 
website design, training, and maintenance services for implementing a new website. Eleven (11) 
proposals were received, and after evaluation of the technical and cost proposals, the dedicated 
Evaluation Committee recommends awarding the project to the following highest-scoring vendor: Revize 
(located at 150 Kirts Blvd., Troy, MI 48084). Staff is recommending approval of the submitted proposal 
from Revise for approval.       

8. Council Discussion on the Approval of Ambulance and Emergency Service Equipment 
Agreement with The City of Hapeville Fire Department -Fire and EMS Department 
 
Background/History: 
The City of Hapeville requests to use one of FPFD 's ambulances temporarily.  The nature of the 
agreement is that both entities agree that the City of Hapeville Fire Department will take temporary 
possession of an ambulance owned by FPFD.  Hapeville employees will operate the ambulance and 
equipment.  All employees operating the ambulance and equipment will be certified, trained, and legally 
able to do so.  The term of the agreement will terminate in one year unless extended. 
The agreement is attached for review, discussion, and approval. 

9. Council Discussion on the Approval of The City of Forest Park Financial Policies-Finance 
Department 
 
Background/History: 
The City of Forest Park's financial policies provide clear guidelines for officials and staff on managing 
fiscal matters and core financial areas. These policies aim to maintain fiscal health, ensuring 
accountability, clarity, and protection for the City while supporting services and infrastructure for 
residents. The policies included are: 

 Accounting, Auditing, and Financial Reporting 
 Accounts Payable Policy 
 Budget Line Transfer and Amendment Process 
 Revenue Collection SOP 
 Stale Check Policy 
 Cash Receipts Policy and Procedures 
 Purchasing Policy 
 PCARD Policy 
 Travel Policy 

These policies collectively support the City’s fiscal stability and guide financial practices 

Page 3



Forest Park, GA City Council Work Session Agenda 11/18/2024 
 

 

10. Council Discussion on the Approval to purchase of Copier Rentals for use by citywide 
departments-Procurement/Information Technology Departments 

Background/History: 
The City has had individual copier leases for the past couple of years. The Procurement division has 
worked to consolidate our copier leases from multiple vendors to a single, reliable source from the 
Sourcewell cooperative contract #030321-KON with NovaTech, an authorized distributor for Konica 
Minolta. This strategic move simplifies our administrative processes and ensures consistency and 
efficiency across all our copier needs. Under this agreement, NovaTech will provide the city with the 
necessary devices and comprehensive support and maintenance services. This consolidation will 
streamline operations, reduce costs, and enhance the reliability of the departments' copier equipment.  
Annual Amount: $25,620.00 
Funding Source: Various General Operating Accounts 

11. Council Discussion on the approval of a Task Order for Precision Planning to provide Design 
Development Services for the new City Center-Planning and Community Development Department 
 
Background/History:  
The City is contracting with a Construction Manager at Risk (CMAR) to construct the City Center building 
(City Hall, Municipal Court, Police Headquarters, and Recreation Facility). The new facility will be based 
on Schematic Design drawings completed by Precision Planning, Inc. (PPI) in August 2024 and will be 
approximately 200,000 SF, including structured parking. PPI will provide Design Development Services 
and will coordinate with the CMAR during the preconstruction phase, per the Scope of Services outlined 
in the Task Order. Once the documents are finalized and a Guaranteed Maximum Price (GMP) is 
approved, a separate task order proposal will be requested and issued for Construction Documents (CDs) 
and Construction Contract Administration services. 

12. Council Discussion on the Approval of a Task Order for Falcon-Design to provide pre-
construction assistance and construction administration for the new City Center Project-
Planning and Community Development Department 
 
Background/History:  
The City is contracting with a Construction Manager at Risk (CMAR) to construct the City Center building, 
which would include the Administration, City Hall, Municipal Court, Police Headquarters, and Recreation 
Facility. Falcon Design will provide support throughout the design and construction phase, including pre-
construction assistance and construction administration.  

13. Council Discussion on the Approval of the Purchase of Administrative Vehicles-
Procurement/Information Technology  
 
Background/History: 
The IT department currently uses vehicles supplied by the Public Works Department. The vehicles that 
are currently being used are more than ten (10) years old and/or have over 150K miles. The IT department 
requests to purchase two small trucks and a small cargo van from DOAS cooperative contract 9999-SPD-
40199373 with Wade Ford. The cost for the van is $46,210.00, and the cost for each truck is $ 32,030.00 
for a total cost of $110,270.00 utilizing ARPA funds, which was approved during this year's budget meeting 
with the City Manager and the Finance Director.  
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14. Council Discussion on the approval of a Facility usage request – Recreation and Leisure Services  
 
Background/History: 
Hand, Heart, and Soul Project (HHSP) is a nonprofit organization dedicated to nurturing, celebrating, and 
advancing the needs of the people they serve by providing equitable access to quality educational, 
nutritional, and community resources. Single Parent Alliance & Resource Center (SPARC), located in 
Gwinnett County, Georgia, is a 501(c)(3) nonprofit organization with a mission to empower and equip 
single parents with the tools, resources, and support they need to create healthy home environments and 
raise productive, successful children. SPARC envisions single parents becoming empowered and 
equipped to take their place among society's most successful families. 

These two organizations are partnering to offer valuable resources and support to the Forest Park 
community, enhancing their collective impact and commitment to community well-being. They are going 
to do eight (8) Free Financial Literacy Classes held once a month starting in December 2024 on Tuesdays. 
This class will help City of Forest Park citizens become financially literate.   

EXECUTIVE SESSION: (When an Executive Session is required, one will be called for the following issues: 
Personnel, Litigation, or Real Estate). 

ADJOURNMENT: 

In compliance with the Americans with Disabilities Act, those requiring meeting accommodation should 
notify the City Clerk’s Office at 404-366-4720 at least 24 hours before the meeting. 
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File Attachments for Item:

1. Council Discussion on the Approval of Fire Catt Annual Hose/Nozzle Testing-Fire & EMS 
Department

Background/History:

FPFD has an agreement in place with Fire Catt for three (3) years; 2024 being the final year of the 
agreement.  This vendor performs the fire hose testing to include nozzles.  Pricing is determined by actual 
feet of hoses.  Other services included are pressure testing, id numbers and labeling, inspect outer jacket, 
inner liners, coupling and threads, inspect gaskets (replace if needed) lubricate couplings and apparatus 
connection points, tag any defected hoses and record data and reports.

$3,906.40 will be funded by capital 300-61-3510-54-2502.  $8,000 will be funded by 100-61-3510-52-2203.
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 City Council Agenda Item 

Subject: 
 
Approval for Consent – Fire Catt (Annual hose and nozzle testing) 

Submitted By: SANDRA DAVIS – FPFD 

Date Submitted: November 11, 2024 

Work Session Date: November 18, 2024 

Council Meeting Date: November 18, 2024 

Background: 

FPFD has an agreement in place with Fire Catt for 3 years, 2024 being the final year of the 
agreement.  This vendor performs the fire hose testing to include nozzles.  Pricing is determined by 
actual feet of hoses.  Other services included are pressure testing, id numbers and labeling, inspect 
outer jacket, inner liners, coupling and threads, inspect gaskets (replace if needed) lubricate 
couplings and apparatus connection points, tag any defected hoses and record data and reports. 

$3,906.40 will be funded by capital 300-61-3510-54-2502.  $8,000 will be funded by 100-61-3510-
52-2203. 

 

Cost: $ $11,906.40 Budgeted for: X Yes  No 

Financial Impact:  300-61-3510-54-2502 ($3,906.40) & 100-61-3510-52-2203 ($8,000)  

Action Requested from Council: Approval 
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.Firgcatt, llc
3250 W Big Beaver Rd., Suite 544

Troy, Ml 48084

248$43-7200

mguthrie@firecatt.com

\ /urw.firecatt com

Service Invoice

BILL TO

David Flagg

Forest Park Fire Department

Battalion Chief David Flagg

2336Anvil Block Road

ForestPark, GA 30297

PO, NUMBER
Verbal

SERVICE INVOICE 15211

DATE 10t19t2024

TERMS Due on receipt

30,280 Frre hose testing utilizinglFire Catt's Labor

40 Nczzle testing using FirepATT labor

Please Remit layment to.
Fire Catt. LLC
3250 W Big Bcaver Rd., Suite 544
Troy Ml48O8a

Price refl ects COLA increase.

FEID #: 20-8014947
lf payment is rrot nrade within 45 days, q 1on service charge
will be added per rnonth for all outstan{ing balances.

0.38

10.00

BAI.ANCE DUE

11,506.40

400.00

$11,906.40
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PREC'S'ON SEF Y'CE TESI'fV

3250 West Big Beaver Ste., 54{ Troy, Ml 48084 248-643-7200 Fax 248.6/,34ilO

Service Test Aqreement

Estimated Hose
Footaoe:

FireCatt Option: Price Per
Foot:

TotalCost:

25.000' Cption 1 All FireCatt Labor $0.35 s8.750.00
Estimated Ground
Ladder Footage:
N/A
Nozzle/Appliance
150

[adders tested simultaneously with hose $2.50

$10.00

N/A

$1.500.00
Grand Total $10.250.00

Terms: Due upon receipt, in the event payment is not made within 45 days, a service charge of 'lo/o per
month for all outstandirp balances will be due FireCatt. Due to the unpredictability of energy, travel, &
labor expense post CCVID-l9, pricing is subject to annualcost of living adjustments or an appropriate
surcharge. Pricing is b:lsed on Fire Departments estimate of footage, invoicing is based on actual feet
tested. Hose report is clocumented on a per department basis. Documentation on a per apparatus or
station basis must be pre-arranged and subject to additional cost. Minimum Gharge- Fire Departments
with under 5,600'of hose to test will be subject to a minimum charge of $1,957.00.

Fire Hose Testing Ser-vice lncludes:

r Service pressure tt:st per NFPA 1962 Standard latest edition, patented technology designed for
safety, accuracy, and speed

o ldentification number assigned to each length of hose using a FireCatt bar code label on each
coupling and redurrdant marking on the hose jacket at each end

. Inspect-outer jacket, inner liner, coupling, and threads

. Inspect gaskets, replace as required

. Lubricate all couplings using fire hose manufacturer approved 100% silicone lubricant
r Lubricate all apparirtus connection points using marine grade "Never Seize"
o Tag all defective hose, mark defect location on hose, remove from service

Fire Department:

Forest Park Fire De;nrtment
4539 Jonesboro Roerd

Forest Park, GA 30297

P.O. Number: Annual Testing for Years:

2022,2023,2024

Fire Department Gon'lact:
Battalion Chief David F:lagg

MobilelEmergency
Contact Phone:
404-608-2373

Email:
dfl agg@orestparkga.gov
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o Record all data accurately, provide testing report in hard copy, electronically that can dovetail into
your existing softwerre, and via internet access on our secure servers

o Unload and reload irll hose to meet your specifications when FireCatt labor is provided

(i ,1:r,rl t a(1(tr. , tlslir,g, SertJt,u I'r, t1'1 rs',

. Service Test per Nf:PA'1932 Standard latest edition, using digitalload celltechnology

. ldentification numbr;r assigned to each ladder using a FireCatt bar code label
o Heat sensor label applied to each ladder if current label is out of date
. Report data as outlined above

Customer Responsibi l!!!g:
At FireCatt our number one goalis 100% Customer Satisfaction while providing the Fastest, Safest,
MOST Accurate fire hosie and ground ladder testing in the Nation!

Experience has shown us that annual service testing REQUIRES a Collaborative Approar:h to ensure a
successful testing proglam!

Therefore, the Custonrer Responsibilities are as follows:

1. Test Site: Provide a paved test site (asphalt or concrete - )
with minimum c imensions of 300' x 60'. The larger the test site the more efficient the test process
Note: if the test site requires third party approval, the Fire Department must obtain this approval
prior to FireCat:'s arrival.

2. Water Source: Water for testing to be provided via fire hydrant. In those communities where fire
hydrants ?[e flcrt available a standpipe or tender may be used. FireCatt requires er minimum of 35
psi from any wtrter source. The Fire Department is required to operate their tender.

3. Rack/Spare fire hose: The FireCatt test process begins with testing spare fire hose. The Fire
Department must have all spare hose al the test site by 8:00am the first day of testing. Apparatus
hose test to follow spare hose test.

4. Onsite Contact: The Fire Department must provide an on-site single point of contact with
authority for dir,:cting the days testing and who will be responsible for the following:
a. Driving apparatus including driving out Large Diameter Hose.

b. Reviewing FireCatt's Pre-Test Survey with the FireCatt Team Leader so that all parties are
on the same page for the test day expectations.

c. Insure the timely presentation of apparatus/hose for testing. The FireCatUFirer Department
cadence m-rst match up to avoid down time. FireCatt would prefer to have the next apparatus
for testing on-site 30 minutes prior to testing of that apparatus This will ensure the most
efficient test process.

d. Reviewing and signing off on each individual FireCatt Apparatus Doc Sheet indicating that
FireCatt has re-loaded your apparatus correctly.

5 Out of Service Apparatus: lt is the responsibility of the Fire Department to ensure all fire
hose/Ground ladders are presented for testing FireCatt's schedule does not allow for returning to
test out of service apparatus hose.

6. Fire Department Labor: FireCatt Option 2 requires the Fire Department to re-load their
apparatus. lf O1>tion 2 applies to your department, you must have the appropriate number of fire
fighters engaged in the process to match the cadence of the FireCatt test processi

7. Special Requests: Any special requests or "change orders" outside of the FireCatt
quotation/agree ment MUST be negotrated prior to the first day of testing.

8 Cancellation Policy: Any last-minute cancellations will be subject to a cancellation fee to cover
any costs of trayel incurred to service your department.
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File Attachments for Item:

2. Council Discussion on the Approval of the Request of Blanket Purchase Order for (TEMS 
Consultants)- Procurement/Fire & EMS

Background/History:

Trinity EMS Consultants (TEMS) is a contracted vendor that provides patient billing services for the FPFD.  
We are requesting a Blanket Purchase Order for the remaining months of FY24-25 not to exceed $20,000. 
On average, we are paying about $2,200 per month for these services from the general fund:100-60-3610-
52-3900.
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 City Council Agenda Item 

Subject: 
Council Discussion for Trinity EMS Consultants (not to exceed 
$20,000) 

Submitted By: Procurement Department (on behalf of Fire & EMS Services) 

Date Submitted: November 11, 2024 

Work Session Date: November 18, 2024 

Council Meeting Date: November 18, 2024 

Backgroun: 

Trinity EMS Consultants (TEMS) provide patient billing services for the FPFD.  We are 
requesting a blanket Purchase Order for the remaining months of FY24-25 not to exceed 
$20,000.  On average, we are paying about $2,200 per month for these services.   

100-60-3610-52-3900 

Cost: $ $20,000 Budgeted for: X Yes  No 

Financial Impact:  100-60-3610-52-3900 

Action Requested from Council:  Discussion and Approval 
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RESOLUTION NO. 2024-___ 

 

A RESOLUTION BY COUNCILMEMBERS KIMBERLY JAMES, HECTOR 

GUTIERREZ, LATRESA AKINS-WELLS, AND ALLAN MEARS TO APPROVE THE 

BLANKET PURCHASE ORDER FOR TRINITY EMS CONSULTANTS FROM THE 

CITY’S FIRE AND EMERGENCY SERVICES DEPARTMENT. 

 

WHEREAS, the City of Forest Park (“City”) is a municipal corporation duly organized 

and existing under the laws of the State of Georgia; and 

 

WHEREAS, the City’s Fire and Emergency Services Department (“Department”) requests 

the City Council to approve the blanket purchase order (“BPO”) with Trinity EMS Consultants 

(“TEMS”); and  

 

WHEREAS, TEMS is a contracted vendor which provides patient billing services for the 

Department; and  

 

WHEREAS, the BPO consists of paying an amount not to exceed Twenty Thousand 

Dollars and 00/100 Cents ($20,000.00) from the general fund (100-60-3610-52-3900) for the 

remaining months of the 2024-2025 Fiscal Year; and  

 

WHEREAS, the approval of this BPO is necessary to protect the safety, health, and welfare 

of the citizens of the City.  

 

THEREFORE, THE CITY COUNCIL OF FOREST PARK, GEORGIA HEREBY 

RESOLVES:  

 

Section 1. Approval. The Department’s request to approve the blanket purchase order with Trinity 

EMS Consultants in an amount not to exceed Twenty Thousand Dollars and 00/100 Cents 

($20,000.00) as presented to the Mayor and City Council on November 18, 2024 is hereby 

approved.  

 

Section 2. Public Record. This document shall be maintained as a public record by the City Clerk 

(“Clerk”) and shall be accessible to the public during all normal business hours of the City. 

 

Section 3. Authorization of Execution. The Mayor is hereby authorized to sign all documents 

necessary to effectuate this Resolution.  

 

Section 4. Attestation. The Clerk is authorized to execute, attest to, and seal any documents 

necessary to effectuate this Resolution, subject to approval as to form by the City Attorney.  

 

Section 5. Effective Date. This Resolution shall become effective immediately upon its adoption 

by the Mayor and City Council of the City of Forest Park as provided in the City Charter.  
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SO RESOLVED this _____ day of ________________________, 2024. 

 

 

CITY OF FOREST PARK, GEORGIA 

 

 

________________________________ 

Angelyne Butler, Mayor 

 

ATTEST: 

 

 

___________________________________ (SEAL) 

City Clerk 

 

APPROVED AS TO FORM: 

 

 

___________________________________ 

City Attorney 
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File Attachments for Item:

3. Council Discussion on the Approval of the purchase of Computer Hardware-Procurement/ 
Information Technology 

Background/History:

The IT department is seeking approval to purchase 20 laptops along with docking stations and monitors 
from the DOAS cooperative contract 99999-SPD-SPD0000060 with CDWG. This is a hardware purchase 
that was budgeted and part of our regular maintenance under our computer hardware refresh cycle. 
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 City Council Agenda Item 

Subject: Computer Hardware Purchase  

Submitted By: Josh Cox, IT Director 

Date Submitted: November 11th, 2024 

Work Session Date: November 18th, 2024 

Council Meeting Date: N/A 

Background/History: 

The IT department is seeking approval to purchase 20 laptops along with docking stations and monitors. 
This is a hardware purchase that was budgeted and part of our regular maintenance under our computer 
hardware refresh cycle.  

 

Cost: $ 29,911.00 Budgeted for: x Yes  No 

 

None 

Action Requested from Council: We are asking for approval to purchase these additional computers.   
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Hardware Software Services IT Solutions Brands Research Hub

QUOTE CONFIRMATION

Thank you for choosing CDW. We have received your quote.

JOSHUA COX,

Thank you for considering CDW•G for your technology needs. The details of your quote are below. If 

you are an eProcurement or single sign on customer, please log into your system to access 

the CDW site. You can search for your quote to retrieve and transfer back into your system for 

processing.

For all other customers, click below to convert your quote to an order.

Convert Quote to Order 

QUOTE # QUOTE DATE QUOTE REFERENCE

CUSTOMER # GRAND TOTAL

PDLR136 10/23/2024 PDLR136 4168989 $29,911.00

QUOTE DETAILS

ITEM QTY CDW# UNIT PRICE EXT. PRICE

Dell Latitude 3550 (version 2024) - 15.6" - Intel Core i7 - 

1355U - 16 GB R

20 7886948 $952.35 $19,047.00

Mfg. Part#: 1MH5J

Contract: Sourcewell 121923-CDWG Tech Catalog (121923)

Dell 3Y Accidental Damage Service - accidental damage 

coverage - 3 years -

20 6628657 $89.49 $1,789.80

Mfg. Part#: 848-8169

Electronic distribution - NO MEDIA

Contract: Sourcewell 121923-CDWG Tech Catalog (121923)

Dell WD19S - docking station - USB-C - HDMI, 2 x DP, USB-C - 

1GbE

20 6416316 $193.33 $3,866.60

Mfg. Part#: DELL-WD19S130W

Contract: Sourcewell 121923-CDWG Tech Catalog (121923)

ViewSonic VA2747-MHJ - 1080p Ergonomic Monitor with AMD 

FreeSync, 75 Hz, Ey

40 6695045 $130.19 $5,207.60

Mfg. Part#: VA2747-MHJ

Contract: Sourcewell 121923-CDWG Tech Catalog (121923)

SUBTOTAL

$29,911.00

SHIPPING

$0.00

SALES TAX

$0.00

GRAND TOTAL

$29,911.00 

PURCHASER BILLING INFO DELIVER TO
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Billing Address:

FOREST PARK POLICE DEPT

ACCTS PAYABLE

320 CASH MEMORIAL BLVD

FOREST PARK, GA 30297-2666

Phone: (404) 366-7280

Payment Terms: Net 30 Days-Govt State/Local

Shipping Address:

CITY OF FOREST PARK

745 FOREST PKWY

FOREST PARK, GA 30297

Shipping Method: UPS Ground (2- 3 Day)

Please remit payments to:

CDW Government

75 Remittance Drive

Suite 1515

Chicago, IL 60675-1515

Sales Contact Info 

Zach Deliberto   |  (877) 649-8688 | zachdel@cdwg.com

Need Help?

My Account Support

Call 800.800.4239

 

About Us | Privacy Policy | Terms and Conditions 

This order is subject to CDW's Terms and Conditions of Sales and Service Projects at

http://www.cdwg.com/content/terms-conditions/product-sales.aspx

For more information, contact a CDW account manager.

© 2024 CDW•G LLC, 200 N. Milwaukee Avenue, Vernon Hills, IL 60061 | 800.808.4239
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CITY OF FOREST PARK PURCHASE REQUISITION FORM 
For purchases valued $1,000 and up 

This form must be completed prior to creating a Purchase Order 

Please complete, sign, and return Requisition Form along with all  
required documents to ASANA and assign to the designated Procurement Officer 
PO # will not be approved and Invoice will not be paid if not completed properly. 

Department : Requisition Number: 
Prepared By: 

Budget 

Vendor 
New vendors must complete the Vendor/Supplier Information Form and provide a w-9 and E-Verify Affidavit. 

Solicitation 
Complete this section only if a formal bid or RFP advertisement is needed. 

Signatures 

Instructions: 

1. Complete requisition form in its entirety. (No previous versions of the Requisition Form will be accepted)
2. Attach 3 quotes (or justification if 3 quotes could not be obtained) and proof of budgeted funds.
3. Have New Vendors to send Vendor Registration Form, W-9,and E-Verify forms directly to

procurement@forestparkga.gov for issuance of an assigned Vendor #.
4. Enter Requisition form and additional documents to ASANA and assign to the designated Procurement Officer.
5. Once a fully signed requisition form has been returned to you with the valid PO # then proceed with purchase.
6. Once goods and/or services are received, submit Invoice and PO # to Accounts Payable (copy Procurement) 

for payment.

Explanation 
This Requisition is for: 
□ Services
□ Goods
□ Public Works Construction
□ Other

Justification for Request: 
See attached  page(s) or  line item(s) and attached specifications  pages 

Attach proof of available funds and provide the following: 
Budget Line Item: 
Funds Available: Cost of goods or services: 

Select whether vendor is a new or current vendor of the City and provide the following: 
☐New ☐Current Vendor Name: 
Current Vendor Number: 

If Statewide Contract, provide the following: (Attach one quote. Three quotes are not needed) 
Statewide Contract ID number: 

If Requisition is replacing a current Contract, provide the following: 
Current Contract Number: Contract Expiration Date: 

Also attach Solicitation Request Form 
Estimated cost of goods or services: 
Is cooperative purchase option available? 
Date goods or services are needed: 

Department Head Authorization: Date: 
Purchasing Authorization: Date: 
Finance Director: Date: 
City Manager: Date: 

Date:IT
11-11-24

THIS REQUEST IS FOR 20 LAPTOPS ALONG WITH 
DOCKING STATIONS AND MONITORS 

✔

100 24-1535-53-240
YES 29,911.00 

✔ CDWG
01-026261

25-06263

11-11-24

11-11-24
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Statewide Contract Information Sheet 

Statewide 

Contract 

Number 

99999-SPD- 

SPD0000060 NIGP Code See page 5 

Name of 

Contract 
Statewide Contracts for Software and Ancillary Services 

Effective Date 
August 2012 

Expiration 

Date 
April 30, 2025 

Contract Table of Contents 

Suppliers 

Awarded 6 

Contract 

Information: 

Categories 1, 2 & 3 are 

Mandatory; 

Category 4 is Convenience 

Contract Information for Supplier Page Number 

2, 

3 

CDW Government, LLC (Categories 1, 2 and 3) 

Additional Contract Information 

General Contract Information 3 

Category Description 4 

DOAS Contact Information 5 
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Supplier Information Sheet 

Contract Information 

Statewide Contract Number 99999-SPD-SPD0000060-0004 

Contract Name 
Statewide Contracts for Software 

and Ancillary Services 

PeopleSoft Supplier Number 0000008436 

Supplier Name & Address 

CDW Government, LLC (Categories 1, 2 and 3) 
230 N. Milwaukee Ave. 
Vernon Hills, IL 60061 

Contract Administrator 

Pam Janutolo 

Deputy Program Manager 

pam@cdwg.com 203-851- 

7177 

Contact Details 
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Ordering Information 

To place an order: 

1. Obtain a new quote from:

Mike Zorica 

Executive Account Manager 

Mikezor@cdwg.com 

866-339-3535
(DOAS recommends obtaining quotes from more than 

one supplier.) 

2. Verify %age discount matches contract

3. Submit order to vendor per instructions

provided on vendor quote according to your

preferred payment method (PO, Pcard or

other).

Remitting Information 

CDW Government, LLC 

75 Remittance Dr., Suite 1515 

Chicago, IL 60675 

Delivery Days 

Purchase Order must be placed prior to 

download or installation of each copy of 

software and prior to each subsequent 

renewal term 

Discounts See minimum discounts on cost sheet. 

Payment Terms Net 30 Days 

Bid Offer includes State and Local Government 

Acceptable payment method 

Supplier will accept Purchase Orders 

and the Purchasing Card under this 

contract as permitted by current policies 

governing the Purchasing Card program. 
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General Contract Information 

DOAS competed and awarded the Statewide Contracts for Software by Category. 

The Categories of Software that each supplier’s contract award includes are 

identified on the Information Sheet for the Supplier. 

Suppliers submitted proposals to provide software from specific publishers at 

certain discounts from publisher’s standard price (equivalent to an MSRP) as 

shown  on  the  cost  sheet  for  the  relevant  supplier  and  category. 
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All discounts shown are minimum discounts, and suppliers may provide additional or 

deeper discounts to state and local agencies under the Statewide Contracts for 

Software 

Agencies should ask for “Academic pricing” if they are obtaining quotes for schools, 

colleges or administrative offices of educational organizations. The discounts 

available may differ depending on the type of academic organization; academic 

organizations receive significantly lower prices or significantly deeper discounts 

from many software publishers. 

Agencies must place purchase orders prior to downloading or using software. Unless 

the agency acquires a perpetual license and does not incur charges for 

maintenance, the agency must also place a purchase order each year prior to 

incurring software renewal fees or maintenance or other charges. 

For Category 3, Microsoft Reseller Services, the State has three (3) authorized 

resellers: CDWG, Dell and SHI. Each reseller may deliver software under any of 

the State of Georgia master agreements with Microsoft. These include the 

Enterprise Agreement, the Select Plus Agreement for State and Local Government, 

the Select Plus Academic Agreement, and an EES Agreement. Each supplier that 

holds a contract that includes Category 3 has certified Microsoft licensing 

specialists who are trained to provide assistance on the various Microsoft licensing 

programs. 

The Statewide Contracts for Software include training, assessment and installation 

services. The contracts do not include implementation services or project work. Please 

see the Exhibit A to each supplier’s contract for details of the services permitted to be 

provided through that contract. 

PURCHASE OF CLOUD PRODUCTS UNDER THE SWC FOR SOFTWARE

The Purchase  of new Cloud products and the renewal of existing Cloud Products, 
under the Statewide Contract for Software requires an Acknowledgemetn by the  
requesting entity that the Software SWC did not contemplate terms to cover Cloud 
purchases and may not protect the State's interest related to Software as a Service, 
Platform as a Service and infrastructure as a Service Products.

Please find the required "Acknowledgement Form Cloud Solution Purchases Under the 
Statewide Contract for Software"as an attachment in team Georgia Market Place and 
PeopleSoft.

CATEGORY DESCRIPTION

Category 1: End User Software. Generally, these are desktop software products. 

Category 2: Enterprise Software. These are server-based systems. 

Category 3: Microsoft Reseller Services. See above for more detail about State’s 

Agreements for Microsoft software. 

Category 4: Oracle Software and Databases (including PeopleSoft). Category 4 

contracts are Convenience contracts. 
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NIGP CODES FOR SOFTWARE: 

20429, 20447, 20529, 20547, 20655, 20800, 20811, 20812, 20815, 20818, 20819, 

20820, 20830, 20832, 20836, 20841, 20842, 20844, 20845, 20846, 20851, 

20853,20854, 20856, 20857, 20858, 20859, 20860, 20861, 20864, 20865, 20867, 

20870,20872, 20877, 20880, 20881, 20882, 20883, 20885, 20886, 20888, 20900, 

20912, 20913, 20914, 20922, 20924, 20937, 20942, 20943, 20945, 20946, 20947, 

20949, 20952, 20954, 20958, 20959, 20960, 20962, 20966, 20970, 20973, 20978, 

20982, 20984, 20986, 20987, 91829, 92000, 92004, 92007, 92014, 92015, 92016, 

92027, 92032, 92044, 92045, 92046, 92049, 92056, 92063, 92091, 92094, 

92095, 92096, 96728, 98574 

DOAS CONTACT INFORMATION: 

Name: Duane Tomlinson

Contract Management Specialist 

Phone: 404-850-4075

email: duane.tomlinson@doas.ga.gov 

Procurement Help Desk 

Telephone: 404 -657-6000 

Email: procurementhelp@doas.ga.gov 

Amendments/Renewals/Extensions

Extension 2: July 1, 2018 - May 30, 2019 
Extension 3: June 1, 2019 – April 30, 2020 
Extension 4: June 1, 2020 – April 30, 2021 
Extension 5: MAY 1, 2021 - APRIL 30, 2022 
Extension 6: May 1, 2022 – April 30, 2023 
Extension 7: May 1. 2023 – April 30, 2024
Extension 8: May 1, 2024 - April 30, 2025
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RESOLUTION NO. 2024-___ 

 

A RESOLUTION BY COUNCILMEMBERS KIMBERLY JAMES, HECTOR 

GUTIERREZ, LATRESA AKINS-WELLS, AND ALLAN MEARS TO APPROVE THE 

PURCHASE OF COMPUTER HARDWARE WITH CDW GOVERNMENT, LLC FROM 

THE CITY’S INFORMATION TECHNOLOGY DEPARTMENT. 

 

WHEREAS, the City of Forest Park (“City”) is a municipal corporation duly organized 

and existing under the laws of the State of Georgia; and 

 

WHEREAS, the City’s Information Technology Department (“Department”) requests the 

City Council to approve the purchase of twenty (20) laptops along with docking stations and 

monitors from CDW Government, LLC; and  

 

WHEREAS, the financial impact of the purchase of this computer hardware shall be 

Twenty-Nine Thousand, Nine Hundred and Eleven Dollars and 00/100 Cents ($29,911.00); and  

 

WHEREAS, the purchase of this computer hardware is necessary for the efficient 

operations of the City.  

 

THEREFORE, THE CITY COUNCIL OF FOREST PARK, GEORGIA HEREBY 

RESOLVES:  

 

Section 1. Approval. The Department’s request to purchase computer hardware from CDW 

Government, LLC in the amount of Twenty-Nine Thousand, Nine Hundred and Eleven Dollars 

and 00/100 Cents ($29,911.00) as presented to the Mayor and City Council on November 18, 2024 

is hereby approved.  

 

Section 2. Public Record. This document shall be maintained as a public record by the City Clerk 

(“Clerk”) and shall be accessible to the public during all normal business hours of the City. 

 

Section 3. Authorization of Execution. The Mayor is hereby authorized to sign all documents 

necessary to effectuate this Resolution.  

 

Section 4. Attestation. The Clerk is authorized to execute, attest to, and seal any documents 

necessary to effectuate this Resolution, subject to approval as to form by the City Attorney.  

 

Section 5. Effective Date. This Resolution shall become effective immediately upon its adoption 

by the Mayor and City Council of the City of Forest Park as provided in the City Charter.  

 

 

 

 

 

 

 

Page 33

Item #3.



SO RESOLVED this _____ day of ________________________, 2024. 

 

 

CITY OF FOREST PARK, GEORGIA 

 

 

________________________________ 

Angelyne Butler, Mayor 

 

ATTEST: 

 

 

___________________________________ (SEAL) 

City Clerk 

 

APPROVED AS TO FORM: 

 

 

___________________________________ 

City Attorney 
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File Attachments for Item:

4. Council Discussion ton the Approval of a 6-month renewal for Nutanix Server Software-
Procurement/Information Technology

Background/History:

The City’s has two core host clusters that host all of the City’s virtual machines. These host servers are 
manufactured and supported by Nutanix. Both the support and the virtualization software can only be 
provided by Nutanix and there is an annual renewal for the software/support. We historically have done the 
renewal for a 1-year term as that is standard but have elected to only do a 6-month term. The reason for 
this is we are beginning plans to migrate to new host servers for the new City Center. Depending on the 
timeline of that project, we would not want to extend the support past the point the current hosts are 
needed. Renewing 6-months at a time is not more expensive and provides us with some additional 
flexibility. IT requests the 6-month renewal period with InterDev for $43,936.28 from the General fund. 
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We have prepared a quote for you

2024 - 6 month Nutanix System Renewal
QUOTE # 007691 V1

PREPARED FOR

City of Forest Park, GA

PREPARED BY

James Ferro

Alpharetta (Global)

900 Holcomb Woods Parkway
Roswell, GA 30076
7706434400
www.interdev.com
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7706434400
jferro@interdev.com
www.interdev.com

Executive Summary

Overview This proposal is for a 6-month renewal of Nutanix services to ensure continuity and support for our infrastructure 
needs. The renewal will provide ongoing access to Nutanix’s hyper-converged infrastructure (HCI) technology, support services, 
and platform enhancements. Extending the Nutanix subscription will ensure operational stability while allowing time to assess 
long-term strategic decisions.

Objective Maintain system performance, reliability, and security, which are critical for uninterrupted service delivery. The 6-month 
timeframe allows us to evaluate Nutanix’s alignment with our future infrastructure strategy and potential options for optimization 
or migration.

Key Benefits

1. Operational Continuity: Renewing ensures uninterrupted access to Nutanix’s support, reducing the risk of downtime or 
service interruptions.

2. Security and Compliance: Renewal includes critical security updates and patches, supporting compliance and 
safeguarding against vulnerabilities.

3. Scalability and Flexibility: Nutanix’s platform provides scalable resources, allowing for flexibility during this evaluation 
period.

4. Support and Expertise: Renewal provides continued access to Nutanix’s expert support team for troubleshooting, 
enhancing response times and issue resolution.

Strategic Fit This short-term renewal allows time to reassess our infrastructure needs and Nutanix’s role in our long-term 
strategy, ensuring decisions are informed by our evolving business requirements.

Software & Licensing

Description Price Qty Ext. Price

Nutanix Acropolis License

Subscription Renewal, Acropolis (AOS) Pro Software License & 
Production Software Support Service

$40,473.72 1 $40,473.72

Nutanix Acropolis - Per Core

Subscription Renewal, Acropolis (AOS) Pro Software License & 
Production Software Support Service for 1 CPU core

$0.01 192 $1.92

Nutanix Acropolis for Flash Memory

Subscription Renewal, Acropolis (AOS) Pro Software License & 
Production Software Support Service for 1 TiB of flash

$0.01 112 $1.12

Nutanix - 24/7 Production Level Support - Short Term

24/7 Production Level Short Term HW Support Renewal for Nutanix HCI 
appliance

$864.88 4 $3,459.52

Subtotal: $43,936.28

Page: 2 of 4Quote#007691 v1
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7706434400
jferro@interdev.com
www.interdev.com

Terms

Term:  The initial term of this Agreement shall be from the date of service commencement and shall continue for six (6) months 

("Term").  Upon expiration of the Term, support for this device will discontinue.  This includes support services, maintenance and 

upgrades, as well as replacement.

Billing & Payment: InterDev will invoice the Client for the full amount of the renewal at the start of the contract period. Payment is due 
within 30 days of invoice receipt (NET 30). 

 
Amendments: Any changes to the scope of work must be documented in a change order.  Additional fees resulting from approved 
change orders will be invoiced separately.     

Non-Solicitation of Employees: During the term of this Agreement and for a period of two (2) years after its termination or expiration, 
neither party shall directly or indirectly solicit, recruit, or hire any employees, contractors, or agents of the other party involved in the 
performance of this Agreement. For the purposes of this clause, "solicitation" includes but is not limited to: 

Initiating contact with employees of the other party for the purpose of offering employment or engagement 
Inducing or attempting to induce employees of the other party to terminate their employment or engagement. 
Assisting others in soliciting, recruiting, or hiring employees of the other party. 

In the event of a breach of this non-solicitation clause, the non-breaching party shall be entitled to 50% of the solicited employee's 
annual salary. 

Page: 3 of 4Quote#007691 v1
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7706434400
jferro@interdev.com
www.interdev.com

2024 - 6 month Nutanix System Renewal

Prepared by: Prepared for: Quote Information:

Alpharetta (Global) City of Forest Park, GA Quote #: 007691

James Ferro
(678) 672-1509
Fax 6786721555
jferro@interdev.com

745 Forest Parkway
Forest Park, GA  30298
Joshua Cox
(470) 538-2218
JCox@forestparkga.gov

Version: 1
Delivery Date: 11/05/2024
Expiration Date: 12/05/2024

Quote Summary

Description Amount

Software & Licensing $43,936.28

Total: $43,936.28

Taxes, shipping, handling and other fees may apply.  We reserve the right to cancel orders arising from pricing or other errors.

Alpharetta (Global) City of Forest Park, GA

Signature:

Name: James Ferro

Title: Sales Support Specialist

Date: 11/05/2024

Signature:

Name: Joshua Cox

Date:

Page: 4 of 4Quote#007691 v1
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 City Council Agenda Item 

Subject: Nutanix Software and Support Renewal– IT Department  

Submitted By: Josh Cox, IT Director 

Date Submitted: November 11th, 2024 

Work Session Date: November 18th,  2024 

Council Meeting Date: N/A 

Background/History: 

The City’s has two core host clusters that host all of the City’s virtual machines. These host servers are 
manufactured and supported by Nutanix. Both the support and the virtualization software can only be 
provided by Nutanix and there is an annual renewal for the software/support. We historically have done the 
renewal for a 1-year term as that is standard, but have elected to only do a 6 month term. The reason for 
this is we are beginning plans to migrate to new host servers for the new City Center. Depending on the 
timeline of that project, we would not want to extend the support past the point the current hosts are 
needed. Renewing 6 months at a time is not more expensive and provides us with some additional 
flexibility. This is a budgeted expense coming from the IT budget.  

  

Cost: $ $43,936.28 Budgeted for: x Yes  No 

 

None 

Action Requested from Council: We are seeking approval to move forward with this renewal  

 

 

Page 40

Item #4.



CITY OF FOREST PARK PURCHASE REQUISITION FORM 
For purchases valued $1,000 and up 

This form must be completed prior to creating a Purchase Order 

Please complete, sign, and return Requisition Form along with all  
required documents to ASANA and assign to the designated Procurement Officer 
PO # will not be approved and Invoice will not be paid if not completed properly. 

Department : Requisition Number: 
Prepared By: 

Budget 

Vendor 
New vendors must complete the Vendor/Supplier Information Form and provide a w-9 and E-Verify Affidavit. 

Solicitation 
Complete this section only if a formal bid or RFP advertisement is needed. 

Signatures 

Instructions: 

1. Complete requisition form in its entirety. (No previous versions of the Requisition Form will be accepted)
2. Attach 3 quotes (or justification if 3 quotes could not be obtained) and proof of budgeted funds.
3. Have New Vendors to send Vendor Registration Form, W-9,and E-Verify forms directly to

procurement@forestparkga.gov for issuance of an assigned Vendor #.
4. Enter Requisition form and additional documents to ASANA and assign to the designated Procurement Officer.
5. Once a fully signed requisition form has been returned to you with the valid PO # then proceed with purchase.
6. Once goods and/or services are received, submit Invoice and PO # to Accounts Payable (copy Procurement) 

for payment.

Explanation 
This Requisition is for: 
□ Services
□ Goods
□ Public Works Construction
□ Other

Justification for Request: 
See attached  page(s) or  line item(s) and attached specifications  pages 

Attach proof of available funds and provide the following: 
Budget Line Item: 
Funds Available: Cost of goods or services: 

Select whether vendor is a new or current vendor of the City and provide the following: 
☐New ☐Current Vendor Name: 
Current Vendor Number: 

If Statewide Contract, provide the following: (Attach one quote. Three quotes are not needed) 
Statewide Contract ID number: 

If Requisition is replacing a current Contract, provide the following: 
Current Contract Number: Contract Expiration Date: 

Also attach Solicitation Request Form 
Estimated cost of goods or services: 
Is cooperative purchase option available? 
Date goods or services are needed: 

Department Head Authorization: Date: 
Purchasing Authorization: Date: 
Finance Director: Date: 
City Manager: Date: 

Date:IT
JOSH COX

6 MONTH RENEWAL OF OUR SERVER FARM
VIRTUALIZATION SOFTWARE

✔

100 24-1535-53-2401
YES 43,936.28 

✔ INTERDEV
01-027094

25-06264

11-11-24

11-11-24
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File Attachments for Item:

5. Council Discussion on the Approval of a Task Order for Falcon Design to provide additional 
survey and perform environmental delineation as required by Starr Park Design Team-Planning and 
Community Development Department

Background/History:

The architects for Starr Park are requesting an additional survey and an environmental delineation of a 
3.23-acre site the city acquired from Clayton County.  The site located southeast of Starr Park will be used 
for a proposed soccer field.  
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City Council Agenda 
Item 

Subject: - Council Discussion and Approval of a Task Order to provide additional survey and an 
environmental delineation of a 3.23-acre site the city acquired from Clayton County. Executive Offices 

 

Submitted By:              James Shelby, Project Manager  

Date Submitted:           November 11, 2024  

Work Session Date:     November 18,2024  

Council Meeting Date: November 18, 2024  

Background/History:  

The architects for Starr Park are requesting an additional survey and an environmental delineation of a 3.23-acre site 
the city acquired from Clayton County.  The site located southeast of Starr Park will be used for a proposed soccer 
field.   

Cost: $40,000.00 

 

 

Budgeted for: 

  

Yes 

  

No 

Financial Impact: There is no budgetary impact to the City’s General Funds. The project will be funded from 
SPLOST 2015 (325-51-4110-54-1201) 

 

Action Requested from Council: Staff recommends the approval of a Task Order for Falcon Design to provide an 
additional survey and an environmental delineation of a 3.23-acre site the city acquired from Clayton County for a 
proposed soccer field. 
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Task Order FDC 2024.13 

       

STOCKBRIDGE OFFICE:  235 Corporate Center Dr., Suite 200, Stockbridge, GA  30281 / Phone: 770.389.8666 
CUMMING OFFICE:  500 Pirkle Ferry Road, Suite C, Cumming, GA  30040 / Phone:  678.807.7100 

NEWNAN OFFICE: 40 Greenway Circle, Suite A, Newnan, GA  30265 / Phone:  770.755.7978 

   ___________________________________________________________________________________________________ 
 

      To:  City of Forest Park    Date:   November 4, 2024 
   745 Forest Pkwy.     From:  Falcon Design Consultants, LLC 

  Forest Park, GA 30297 
 
       Attn: Mr. Ricky L. Clark, Jr.  

  

Project:     Starr Park 

TO No.: FDC 2024.13  

 

Project Description 
 
Provide additional survey needs as required by Starr Park Design team.  Perform environmental delineation of 3.23-acre site the 
city purchased from the county on the south side of South Avenue. 

 

  Task – A. Additional Surveying: 
 

• Work to include additional mapping to address engineering comments. 
 
  Task – B. Wetland/Stream Delineation: 
 

• Wetlands and waters of the US are under the jurisdiction of the US Army Corps Engineers (USACE) per Section 
404 of the Clean Water Act.  The USACE jurisdiction is established in Title 33 Code of Federal Regulations Part 
328.3, as published in the Federal Register, effective September 8, 2023. The USACE jurisdiction in this portion 
of the Georgia region includes freshwater ponds, lakes, rivers, streams, and wetlands. 

• Work to include field delineation, hanging sequentially numbered surveyor’s ribbon at the first wetland/upland or 
stream/upland interface, marking jurisdictional streams, and logging the location of these resources using sub-
meter accurate GPS equipment. 

• Identifying “Buffered Waters of the State” that would be regulated by the Georgia Environmental Protection 
Division through the Erosion and Sedimentation Act of 1975 and the Stream Buffer Variance Process. 

• Work to be performed by Nelson Environmental, Inc.  
 

 

Fee Estimate 
 
The budget below includes staff time and expenses necessary to perform the scope of work outlined above.   

 
   Design Services:                                    Estimated Budget:  

     A.  Additional Surveying:                                                                     $3,500.00 

     B.  Wetland/Stream Delineation:    $1,800.00    

   
Additional services, which are not included in this task order as defined by the scope of work, will be treated as extra work. 
The Owner will be given notice of any additional services requested by the Owner’s Staff to complete the project.  

 
Authorized: 
As authorization to proceed with the scope of work, schedule and fee structure outlined herein, please sign in the space 
provided below and return one copy to this office for our records. 
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Task Order FDC 2024.13 

       

STOCKBRIDGE OFFICE:  235 Corporate Center Dr., Suite 200, Stockbridge, GA  30281 / Phone: 770.389.8666 
CUMMING OFFICE:  500 Pirkle Ferry Road, Suite C, Cumming, GA  30040 / Phone:  678.807.7100 

NEWNAN OFFICE: 40 Greenway Circle, Suite A, Newnan, GA  30265 / Phone:  770.755.7978 

AUTHORIZATION TO PROCEED – THIS TASK ORDER ONLY 

Using Department PBZ 

Authorized by: ____________________________  Title:        City Manager                                             

Print Name:            Ricky L. Clark, JR.                     Date: _____________________________ 

Approved for Funding 

Authorized by:                                          Title:                                           ____________ 

Print Name: ________________________________  Date: __________________________________ 

Budget Line Item #___________________________  Project # ________________________________ 

 

Authorized by:                                          Title:    Managing Partner__________ 
 
 
Print Name:   Adam L. Price, P.E.                    Date:    11/04/2024                                      
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STOCKBRIDGE OFFICE:  235 Corporate Center Dr., Suite 200, Stockbridge, GA  30281 / Phone: 770.389.8666 
CUMMING OFFICE:  500 Pirkle Ferry Road, Suite C, Cumming, GA  30040 / Phone:  678.807.7100 

NEWNAN OFFICE: 40 Greenway Circle, Suite A, Newnan, GA  30265 / Phone:  770.755.7978 
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RESOLUTION NO. 2024-___ 

 

A RESOLUTION BY COUNCILMEMBERS KIMBERLY JAMES, HECTOR 

GUTIERREZ, LATRESA AKINS-WELLS, AND ALLAN MEARS TO APPROVE 

FALCON DESIGN CONSULTANTS LLC’S TASK ORDER FDC 2024.13 FOR FALCON 

DESIGN TO PROVIDE AN ADDITIONAL SURVEY AND PERFORM 

ENVIRONMENTAL DELINEATION AS REQUIRED BY THE STARR PARK DESIGN 

TEAM FROM THE CITY’S PLANNING AND COMMUNITY DEVELOPMENT 

DEPARTMENT. 

 

WHEREAS, the City of Forest Park (“City”) is a municipal corporation duly organized 

and existing under the laws of the State of Georgia; and 

 

WHEREAS, on Falcon Design Consultants, LLC (“Falcon Design”) prepared task order 

FDC 2024.13 (“Task Order”) to provide an additional survey and perform environmental 

delineation as required by the Starr Park Design Team; and  

 

WHEREAS, architects for Starr Park are requesting an additional survey and an 

environmental delineation of a 3.23-acre site the City acquired from Clayton County, and the site 

located southeast of Starr Park shall be used for a soccer field; and  

 

WHEREAS, the financial impact of the Task Order shall be Forty Thousand Dollars and 

00/100 Cents ($40,000.00); and  

 

WHEREAS, there is no budgetary impact on the City’s general funds as this project will 

be funded from SPLOST 2015 Bonds (325-51-4110-54-1201); and  

 

WHEREAS, the approval of the Task Order is necessary for the health, safety, and general 

welfare of the citizens.  

 

THEREFORE, THE CITY COUNCIL OF FOREST PARK, GEORGIA HEREBY 

RESOLVES:  

 

Section 1. Approval. The Department’s request to approve Falcon Design’s Task Order 2024.13 

to provide an additional survey and perform environmental delineation as required by the Starr 

Park Design Team as presented to the Mayor and City Council on November 18, 2024 is hereby 

approved.  

 

Section 2. Public Record. This document shall be maintained as a public record by the City Clerk 

(“Clerk”) and shall be accessible to the public during all normal business hours of the City. 

 

Section 3. Authorization of Execution. The Mayor is hereby authorized to sign all documents 

necessary to effectuate this Resolution.  

 

Section 4. Attestation. The Clerk is authorized to execute, attest to, and seal any documents 

necessary to effectuate this Resolution, subject to approval as to form by the City Attorney.  
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Section 5. Effective Date. This Resolution shall become effective immediately upon its adoption 

by the Mayor and City Council of the City of Forest Park as provided in the City Charter.  

 

SO RESOLVED this _____ day of ________________________, 2024. 

 

 

CITY OF FOREST PARK, GEORGIA 

 

 

________________________________ 

Angelyne Butler, Mayor 

 

ATTEST: 

 

 

___________________________________ (SEAL) 

City Clerk 

 

APPROVED AS TO FORM: 

 

 

___________________________________ 

City Attorney 
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File Attachments for Item:

6. Council Discussion on the Approval of the Beautification Committee Members Appointments – 
Code Enforcement Department

Background/History:

Staff is seeking approval for re-appointments for (4) Beautification Committee Members for Beautification 
Committee Members: Ward 2 – Ann Keith, Ward 3 – Lashawn Boykin, Ward 4 – Lois Wright, at large – 
Kwadernica Rhea for a (1) year term. Staff is also recommending approval to appoint Zachary Lee to the 
Beautification Committee to represent Ward 5.
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 City Council Agenda Item 

Subject: Beautification Committee Members Appointments – Code Enforcement Department 

Submitted By: Derry Walker 

Date Submitted: November 7, 2024 

Work Session Date: November 18, 2024 

Council Meeting Date: November 18, 2024 

Background/History: 

Staff is seeking approval for re-appointments for (4) Beautification Committee Members for Beautification 
Committee Members: Ward 2 – Ann Keith, Ward 3 – Lashawn Boykin, Ward 4 – Lois Wright, at large – Kwadernica 
Rhea for a (1) year term. Staff is also recommending approval to appoint Zachary Lee to the Beautification 
Committee to represent Ward 5. 

Cost: $ 0 Budgeted for:  Yes  No 

Financial Impact: N/A                                                                                                 Line Item:  N/A 

                                                                                                             

Action Requested from Council: 

To reappoint four (4) members of the Beatification Committee and appoint Zachary Lee -Ward 5 to serve a (1) year 
term. 
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State of Georgia County of Clayton 

 

OATH OF OFFICE FOR BOARD/COMMISSION/AUTHORITY APPOINTEES 

 

 I, Lashawn Boykin, solemnly swear (or affirm) that I will support the Constitution of the United 

States and the State of Georgia and that I will in all respects observe the provisions of the charter and 

ordinances of the City of Forest Park and I will well and truly perform the duties of a member of the 

Beautification Committee of the City of Forest Park; and that I will to the utmost of my skill and ability 

endeavor to promote the interest and property of said city, without fear, favor, or affection.  

 

So, help me, God, or so I affirm this ____ day of _______ 20___. 

        
______________________________________ 

  Lashawn Boykin 
  Beautification Committee 
 
 
 
Sworn to and subscribed before me, the undersigned, 

 

_____________________________________ 

           Angelyne Butler, Mayor 

 

Attest: 

 

 

_____________________________________ 
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City Clerk, City of Forest Park  
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State of Georgia County of Clayton 

 

OATH OF OFFICE FOR BOARD/COMMISSION/AUTHORITY APPOINTEES 

 

 I, Zachary Lee, solemnly swear (or affirm) that I will support the Constitution of the United States 

and the State of Georgia and that I will in all respects observe the provisions of the charter and ordinances 

of the City of Forest Park and I will well and truly perform the duties of a member of the Beautification 

Committee of the City of Forest Park; and that I will to the utmost of my skill and ability endeavor to promote 

the interest and property of said city, without fear, favor, or affection.  

 

So, help me, God, or so I affirm this ____ day of _______ 20___. 

        
______________________________________ 

  Zachary Lee 
  Beautification Committee 
 
 
 
Sworn to and subscribed before me, the undersigned, 

 

_____________________________________ 

           Angelyne Butler, Mayor 

 

Attest: 

 

 

_____________________________________ 
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City Clerk, City of Forest Park 

Page 77

Item #6.



 

State of Georgia County of Clayton 

 

OATH OF OFFICE FOR BOARD/COMMISSION/AUTHORITY APPOINTEES 

 

 I, Kwadernica Rhea, solemnly swear (or affirm) that I will support the Constitution of the United 

States and the State of Georgia and that I will in all respects observe the provisions of the charter and 

ordinances of the City of Forest Park and I will well and truly perform the duties of a member of the 

Beautification Committee of the City of Forest Park; and that I will to the utmost of my skill and ability 

endeavor to promote the interest and property of said city, without fear, favor, or affection.  

 

So, help me, God, or so I affirm this ____ day of _______ 20___. 

        
______________________________________ 

  Kwadernica Rhea 
  Beautification Committee 
 
 
 
Sworn to and subscribed before me, the undersigned, 

 

_____________________________________ 

           Angelyne Butler, Mayor 

 

Attest: 

 

 

_____________________________________ 
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City Clerk, City of Forest Park 
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State of Georgia County of Clayton 

 

OATH OF OFFICE FOR BOARD/COMMISSION/AUTHORITY APPOINTEES 

 

 I, Ann Keith, solemnly swear (or affirm) that I will support the Constitution of the United States 

and the State of Georgia and that I will in all respects observe the provisions of the charter and ordinances 

of the City of Forest Park and I will well and truly perform the duties of a member of the Beautification 

Committee of the City of Forest Park; and that I will to the utmost of my skill and ability endeavor to 

promote the interest and property of said city, without fear, favor, or affection.  

 

So, help me, God, or so I affirm this ____ day of _______ 20___. 

      
  
______________________________________ 

  Ann Keith 
  Beautification Committee 
 
 
 
Sworn to and subscribed before me, the undersigned, 

 

_____________________________________ 

           Angelyne Butler, Mayor 

 

Attest: 

 

 

_____________________________________ 

City Clerk, City of Forest Park  
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State of Georgia County of Clayton 

 

OATH OF OFFICE FOR BOARD/COMMISSION/AUTHORITY APPOINTEES 

 

 I, Louis Wright, solemnly swear (or affirm) that I will support the Constitution of the United States 

and the State of Georgia and that I will in all respects observe the provisions of the charter and ordinances 

of the City of Forest Park and I will well and truly perform the duties of a member of the Beautification 

Committee of the City of Forest Park; and that I will to the utmost of my skill and ability endeavor to promote 

the interest and property of said city, without fear, favor, or affection.  

 

So, help me, God, or so I affirm this ____ day of _______ 20___. 

        
______________________________________ 

  Louis Wright 
  Beautification Committee 
 
 
 
Sworn to and subscribed before me, the undersigned, 

 

_____________________________________ 

           Angelyne Butler, Mayor 

 

Attest: 

 

 

_____________________________________ 
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City Clerk, City of Forest Park  
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RESOLUTION NO. 2024-___ 

 

A RESOLUTION BY COUNCILMEMBERS KIMBERLY JAMES, HECTOR 

GUTIERREZ, LATRESA AKINS-WELLS, AND ALLAN MEARS TO APPROVE THE 

BEAUTIFICATION COMMITTEE MEMBER APPOINTMENTS WHICH WERE 

NOMINATED BY THE CITY’S CODE ENFORCEMENT DEPARTMENT. 

 

WHEREAS, the City of Forest Park (“City”) is a municipal corporation duly organized 

and existing under the laws of the State of Georgia; and 

 

WHEREAS, the City’s Code Enforcement Department (“Department”) currently seeks 

approval for one (1) year re-appointments for four (4) Beautification Committee Members 

including: Ann Keith (Ward 2), Lashawn Boykin (Ward 3), Lois Wright (Ward 4), and Kwadernica 

Rhea (At Large); and  

 

WHEREAS, the Department currently seeks approval for a one (1) year appointment to 

the Beautification Committee for Zachary Lee (Ward 5); and  

 

WHEREAS, the approval of these four (4) re-appointments and the one (1) appointment 

to the Beautification Committee is necessary to promote the health, welfare, and safety of City 

citizens.  

 

THEREFORE, THE CITY COUNCIL OF FOREST PARK, GEORGIA HEREBY 

RESOLVES:  

 

Section 1. Approval. The Department’s request to approve the four (4) re-appointments and the 

one (1) appointment to the Beautification Committee as presented to the Mayor and City Council 

on November 18, 2024, is hereby approved. 

 

Section 2. Public Record. This document shall be maintained as a public record by the City Clerk 

(“Clerk”) and shall be accessible to the public during all normal business hours of the City. 

 

Section 3. Authorization of Execution. The Mayor is hereby authorized to sign all documents 

necessary to effectuate this Resolution.  

 

Section 4. Attestation. The Clerk is authorized to execute, attest to, and seal any documents 

necessary to effectuate this Resolution, subject to approval as to form by the City Attorney.  

 

Section 5. Effective Date. This Resolution shall become effective immediately upon its adoption 

by the Mayor and City Council of the City of Forest Park as provided in the City Charter.  
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SO RESOLVED this _____ day of _______________________, 2024. 

 

CITY OF FOREST PARK, GEORGIA 

 

 

________________________________ 

Angelyne Butler, Mayor 

 

ATTEST: 

 

 

__________________________________ (SEAL) 

City Clerk 

 

APPROVED AS TO FORM: 

 

 

__________________________________ 

City Attorney 
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File Attachments for Item:

7. Council Discussion to Enter Into a contract for Website Redesign and Replacement Services-
Procurement/Executive Office

Background/History:

The City of Forest Park currently utilizes its dedicated website (www.forestparkga.gov) as a one-stop shop 
for information related to city services, news, department updates and online payments. Seeing that the 
website has not been updated in over five years, the city issued a Request For Proposal for website 
redesign and replacement services through the Office of Procurement. The project consists of providing 
overall website design, training and maintenance services for the implementation of a new website. Eleven 
(11) proposals were received, and after evaluation of the technical and cost proposals, the dedicated 
Evaluation Committee recommends awarding the project to the following highest scoring vendor: Revize
(located at 150 Kirts Blvd., Troy, MI 48084). Staff is recommending approval of the submitted proposal from
Revise for approval.   
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 City Council Agenda Item 

Subject: Council Discussion and Approval to Enter Into a contract for Website Redesign and 
Replacement Services: Procurement/Executive Office  

Submitted By: Procurement / Javon Lloyd, PIO 

Date Submitted: November 4, 2024 

Work Session Date: November 18, 2024 

Council Meeting Date: November 18, 2024 

Background/History: 

The City of Forest Park currently utilizes its dedicated website (www.forestparkga.gov) as a one-stop shop for 
information related to city services, news, department updates and online payments. Seeing that the website has not 
been updated in over five years, the city issued a Request For Proposal for website redesign and replacement 
services through the Office of Procurement. The project consists of providing overall website design, training and 
maintenance services for the implementation of a new website. Eleven (11) proposals were received, and after 
evaluation of the technical and cost proposals, the dedicated Evaluation Committee recommends awarding the 
project to the following highest scoring vendor: Revize (located at 150 Kirts Blvd., Troy, MI 48084). During interviews, 
Revize also stated that there are no additional costs to the city for 4 maintenance/updates per year and a full website 
redesign every 4 years. Staff is asking city council to consider the submitted proposal from Revise for approval.    

 

Cost: $ 53,900.00 Budgeted for:     X Yes  No 

Financial Impact: 

The project would be funded by hotel/motel tax funds.  

Action Requested from Council: 

N/A 
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RESOLUTION NO. 2024-___ 

 

A RESOLUTION BY COUNCILMEMBERS KIMBERLY JAMES, HECTOR 

GUTIERREZ, LATRESA AKINS-WELLS, AND ALLAN MEARS TO AUTHORIZE THE 

CITY OF FOREST PARK, GEORGIA TO ENTER INTO AN AGREEMENT FOR 

WEBSITE REDESIGN AND REPLACEMENT SERVICES WITH REVIZE FROM THE 

CITY’S PROCUREMENT DEPARTMENT. 

 

WHEREAS, the City of Forest Park (“City”) is a municipal corporation duly organized 

and existing under the laws of the State of Georgia; and 

 

WHEREAS, the City currently utilizes its website (www.forestparkga.gov) as a one-stop 

shop for information related to city services, news, department updates and online payments; and 

 

WHEREAS, because the City’s website has not been updated in over five (5) years, the 

City issued a Request for Proposal for website redesign and replacement services, where eleven 

(11) proposals were received; and   

 

 WHEREAS, the City’s Procurement Department (“Department”) requests the City 

Council to consider and authorize the City to enter into an agreement for website redesign and 

replacement services (“Agreement”) with Revize (located at 150 Kirts, Blvd., Troy, Michigan 

48084), which was the vendor carefully selected by the City’s evaluation committee; and  

 

WHEREAS, financial impact of this Agreement would be a total cost of Fifty-Three 

Thousand, Nine Hundred Dollars and 00/100 Cents ($53,900.00); and 

 

WHEREAS, the approval of this Agreement is necessary to promote the health, welfare, 

and safety of City citizens.  

 

THEREFORE, THE CITY COUNCIL OF FOREST PARK, GEORGIA HEREBY 

RESOLVES:  

 

Section 1. Approval. The Department’s request for the City to enter into an agreement for website 

redesign and replacement services with Revize for a financial impact of Fifty-Three Thousand, 

Nine Hundred Dollars and 00/100 Cents ($53,900.00) as presented to the Mayor and City Council 

on November 18, 2024, is hereby approved. 

 

Section 2. Public Record. This document shall be maintained as a public record by the City Clerk 

(“Clerk”) and shall be accessible to the public during all normal business hours of the City. 

 

Section 3. Authorization of Execution. The Mayor is hereby authorized to sign all documents 

necessary to effectuate this Resolution.  

 

Section 4. Attestation. The Clerk is authorized to execute, attest to, and seal any documents 

necessary to effectuate this Resolution, subject to approval as to form by the City Attorney.  
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Section 5. Effective Date. This Resolution shall become effective immediately upon its adoption 

by the Mayor and City Council of the City of Forest Park as provided in the City Charter.  

 

 

SO RESOLVED this _____ day of _______________________, 2024. 

 

CITY OF FOREST PARK, GEORGIA 

 

 

________________________________ 

Angelyne Butler, Mayor 

 

ATTEST: 

 

 

__________________________________ (SEAL) 

City Clerk 

 

APPROVED AS TO FORM: 

 

 

__________________________________ 

City Attorney 

 

Page 109

Item #7.



File Attachments for Item:

8. Council Discussion on the Approval of Ambulance and Emergency Service Equipment 
Agreement with The City of Hapeville Fire Department-Fire and EMS Department

Background/History:

The City of Hapeville is requesting to use one of FPFD’ s ambulances on a temporary basis.  The nature of 
the agreement is that both entities agree that the City of Hapeville Fire Department will take temporary 
possession of an ambulance owned by FPFD.  Hapeville employees will operate the ambulance and 
equipment.  All employees operating the ambulance and equipment will be certified, trained and legally 
able to do so.  The term of the agreement will terminate in one year unless extended.

The agreement is attached for review, discussion, and approval.

Page 110



 City Council Agenda Item 

Subject: 
Council Discussion and Approval for Ambulance and Emergency 
Service Equipment Agreement with City of Hapeville Fire 
Department 

Submitted By: Fire and EMS 

Date Submitted: November 11, 2024 

Work Session Date: November 18, 2024 

Council Meeting Date: November 18, 2024 

Background: 

The City of Hapeville is requesting to use one of FPFD’ s ambulances on a temporary basis.  
The nature of the agreement is that both entities agree that the City of Hapeville Fire Department 
will take temporary possession of an ambulance owned by FPFD.  Hapeville employees will 
operate the ambulance and equipment.  All employees operating the ambulance and equipment 
will be certified, trained and legally able to do so.  The term of the agreement will terminate in 
one year unless extended. 

The agreement is attached for review, discussion, and approval. 

Cost: $ N/A Budgeted for:  Yes  No 

Financial Impact:  NO IMPACT 

Action Requested from Council:  Discussion and Approval 
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Nichalas D. Condrey

Fire Chief

Cornmunity u,ith a Fleart

HAPEVILTE FIRE DEPARTMENT

Agreement for Ambulance and Emergency Services Equipment

Rel:ase of Liability for Forest Park Fire and Emergency Services

This Agreement for Ambulance and Emergency Services Equipment ('Agreement") is made effective as of
octouer 90 ,2024, by and between the Hapeville Fire Department ("HFD"), and Forest park Fire and
Emergency Services ("FPFES"). HFD and FPFES may be referred to herein each as a "party" or, collectively,
as the "Parties".

Whereas, HFD is engaged in the business of providing public safety and emergency medical and rescue
services to its customers; and

Whereas, FPFES has agreed to allow HFD to use and operate an ambulance vehicle and emergency services
equipment contained thr:rein to provide emergency services and medical transport to customers in areas
serviced by HFD; and

Whereas, The parties ha're agreed that the ambulance and emergency services equipment necessary for
public safety will be userl subject to and in accordance with such terms and conditions set forth herein.
Therefore, in consideration of the mutual promises contained herein, the parties agree as follows:

1. NATURE OF AGREEMENT. a. The parties agree that HFD shall take temporary possession of an
ambulance owned by FPFES. The Parties agree that while in use by HFD, that the ambulance and
Emergency Services equipment will be operated by employees of the HFD. HFD will ensure that all
employees who operate the Ambulance are certified, trained and legally able to do so. The parties
understand, agree, and acknowledge that FPFES shall retain legal ownership of the ambulance and
emergency services equipment while it is in the temporary possession and control of HFD. FpFES shall
retain insurance coverag(: on the ambulance as required by state law. HFD will perform safety inspections

{Doc: 03391591.DOCX}
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on the ambulance and itgree to utilize the ambulance and emergency services equipment in accordance
with industry standards while the ambulance and safety equipment is in the possession of HFD.

2' TERM AND TERMINAI-ION. a. Term. This Agreement shall commence on the Effective Date and, unless
terminated pursuant to this section, shall terminate at the expiration / years (the "Term',) unless
extended, in writing, by the Parties prior to termination; however, if the Parties agree, the term of this
Agreement shall be extended to allow for the provision of ambulance services by HFD. b. Termination for
Cause. This Agreement may be terminated by either party with ten (10) days notice of termination. c.
Survival. Despite comple rtion of the term or termination of this Agreement for any reason, all provisions in
this Agreement containittg representations, warranties, releases, defense obligations and indemnities, and
all provisions relating to confidentiality, insurance, disclaimer of certain remedies, limitations of liability,
dispute resolution and governing law, and all causes of action which arose prior to completion or
termination, survive inclefinitely until, by their respective terms, they are no longer operative or are
otherwise limited by an applicable statute of limitations.

3' INDEPENDENT RELATICNSHIP. This Agreement does not create, and HFD and FpFES stipulate and agree
that the said Agreemenr: shall not be construed to create, any agency relationship, employer/employee
relationship or master/servant relationship by or between any of the agents and/or employees of HFD and
the agents and/or employees of FPFES. To the contrary, HFD in the course and scope of activities in utilizing
the ambulance and em3rgency services equipment under this Agreement is contemplated to be and
stipulated to be independent of FPFES for any and all purposes. Each Party has the respective full power
and authority to select tlte means, methods, and manner for performance under this Agreement. Neither
Party shall have any power or authority to bind the other.

4. REPRESENTATIONS Al\lD WARRANTIES. a. Authorization. The Parties have the authority to enter into
and perform this Agreement and have taken all actions necessary to authorize its execution and
performance of the actic ns described in this Agreement.

5.INDEMNITIES; LIMITAIION OF L|ABlLlry. a. Defense and Indemnity. HFD shalthold harmless FpFES, its
affiliates, and their resperctive directors, officers, employees, operators and agents, from and against any
and all claims, demands, complaints or actions ("claims") of third parties (including employees of the
parties or government:rgencies) arising from or relating to the temporarV possession and use of the
ambulance and emergency services equipment loaned to HFD pursuant to this Agreement (including but
not limited to claims for personal injury, death, property damage or damage to the environment), to the
extent caused or arising cut of the willful misconduct, breach of this agreement, or violation of law of or
by HFD. The claims covered hereunder include allsettlements, losses, liabilities, judgments, court costs,
reasonable attorney's fet:s, fines, penalties and other litigation costs and expenses arising from or related
to such claims. b. Limitirtion of Liability; Waiver of Consequential Damages. In no event shall either party
have any liability to eat:h other for any lost profits, loss of use, costs of procurement of substitute
equipment or services,,tr delays, or for any indirect, special, incidental, exemplary, consequential or
punitive damages or penalties, however caused, and whether in contract, tort, or under any other theory
or combined theories of iability.

6. COMPLIANCE WITH AF PLICABLE LAW: All the provisions of this Agreement shall be expressly subject to
the laws of the State of Georgia, all of the applicable laws, orders, rules, and regulations of any
governmental body or ag(lncy having jurisdiction over the operations, and all emergency vehicles, services,
equipment and conduct t.ontemplated hereunder shall be conducted in conformity therewith.

{Doc: 0339 1591. DOCX}

Page 113

Item #8.



7. NOTICES. All notices required or permitted under this Agreement shall be in writing and shall be sent
to the Chief of HFD and Chief of FPFES (Responsible Business Person) at the addresses listed below. Notices
are deemed delivered when delivered in person or deposited in the mail, postage prepaid, to the
addresses indicated on the signature page.

8. DISPUTES AND APP[.ICABLE LAW. a. With regard to disputes between the Parties, the responsible
business persons repre:;enting each Party will negotiate in good faith to attempt to resolve such dispute.
b. Exclusive jurisdiction for any disputes under this Agreement shall be a court of competent jurisdiction
sitting in Fulton County, Georgia, and the Parties consent to personaljurisdiction for such purposes. This
Agreement including any addendums thereto shall be governed by, construed, and enforced in accordance
with the laws of the Sta le of Georgia, exclusive of the choice of law or conflict of law's provisions thereof.

9. MISCELLANEOUS. a. Neither Party may assign any of its rights or obligations hereunder, whether by
operation of law or othtlrwise, without the prior express written consent of the other party. b. Except as
otherwise set forth herein, no failure to exercise, or delay in exercising, any rights, remedy, power or
privilege arising from this Agreement will operate or be construed as a waiver thereof. Waiver by either
Party of any default of the other will not operate to excuse the defaulting party from further compliance
with this Agreement, nor will any single or partial exercise of any right, remedy, power or privilege
hereunder preclude any other or further exercise thereof or the exercise of any other right, remedy, power
or privilege. c. This Agrttement may be modified or amended if the amendment is made in writing and is
signed by both Parties. d. lf any term, provision, or covenant of this Agreement is held by a court of
competent jurisdiction t,r be invalid or unenforceable, the remainder of this Agreement shall remain in full
force and effect and sh;tll in no way be affected, and such invalid or unenforceable term, provision, or
covenant shall be deeme'd modified to the minimum extent necessary to make it consistent with applicable
law. e. This Agreement may be executed in any number of counterparts, each of which will be deemed
an original of this Agre€ment, and which together will constitute one and the same instrument. f. This
Agreement represents tre complete and exclusive agreement between the parties regarding the subject
matter of this Agreerrent, and supersedes all oral and written communications, negotiations,

ject matter made or entered into before the Effective

6Y: Hapevtile Ftre UeDarlment
NAME: N,Zho /qS 0.
TITLE:

ADDRESS:

DATE:

Witnessed thl

Notary Public
>J'
lA a,
L:) it

--lL. 
-

{Doc:03391591.DOCX}
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Bt Forest Park Fire Emergency Services
NAME:
TITLE:

ADDRESS:

DATE:

Witnessed this _ day of ZO24 belore

INotary Seal] Notary Public

{Doc: 03391591.DOCX}
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CERTIFICATE OF COVERAGE
ISSUE DATE

s/3/2024

)MINISTMTOR: 578-361-0886 F!.x 404-460 37S5 mamurray@locktoncom

Lockton Companies

3280 Peachtree Road

Suite 250

Atlanta, GA 30305
NAMED MEMBER

City of Hapeville

1050 Crown Polnte Pkwy., Slite 600

Atlanta, GA 30338

THIS CERTIFICATE IS ISSUED AS A MATTER OF INFORMATION ONLY AND
CONFERS NO RIGHTS UPON THE CERTIFICATE HOI..OER. THIS

CERTIFICATE DOES NOT AMEND, EXTEND OR ALTERTHECOVERAGE

AFFORDEO BY THE FOLICIES BELOW.

Company Affording Coverage

coMpANyA: Georgia Interlocal Risk Management Agencv (GtRMA)

COMPANY B:

THl5l5 TOCERTIFYTHATTHE COVERAGEIlSTED EELOWHAVE BEEN TSSUEDTOTHE MEMBER NAMEDABOVEFORTHEAGREMENTpERTODTNDTGATED, NOTWTTHSTANDTNG
ANY REqUIREMENT, TERM OR CONDITICIN OF ANfY CONTRACT OR OTHER DOCUMENT WITH RESPECT TO WHICH THIS CERTIFICATE MAY BE I55UD OR MAY PERTAIIU llf
COVERAGE AFFORDED BYTH€ AGREEMI NT OESCRIBED HEREIN 15 SUBJECT TO AI.I THE TERMS, EXCTUSIONS AND CONDITIONS OF SUCH AGREEMENT. LIMITS SHOIAJNI
MAY HAVE BEEN REDUCED BY PAID CTAII/IS.

IYPE OF COI'ER'GE
POUOr

TUMhEN
ETECIIVE

DA?E
EXPNATOf{

DIB D@UC!|8|E

HAlO s/u2o24 s/u202s

EACH OCCURRENcE
5 2.000.000 s2 s,000

x COMMERCIAI GENERAL TIAEIUTY

OCCURRENCE

GEN't AGGREGATE I.IMIT APPUES per P(II.Ic-Y

5 2,000,000 52 5,000

x MED EXP (AnV one Fren) EXCI-UDED

x PER5ONAL&AOV IN]URY
s 2,000,000 52s,000

GENERAT AGGREGATE
s 10,ooo,o0o

PRODUCTS{OMP/OP AGG 5 10,000,000 2 5,000

LAW ENFORC!MENT UABILITY
s 2,000,000 s 25.000

AUIOM(

HAlO s/Ll2o24 s/u202s

COMBINED SINGI.E UMIT s 1,000,000 s2s,000

BODII-Y INJURY (Fr personl 5 )

X EODILY INJURY (Fr ecident) 5

PROPERTY 0AMACE (prr rccident) 5

AUTOM( )8ITE PHYSICAL DAMAGE

NO COVERAGE

NO VEHICUS OWNED

HAlO 5/r/2024 s/t/702s

ALT VEHICLES 5

x 5 E LECTED

vEHtctfs s2,s00

PUEUC OFF|C|AI-S uAEt[nY
HAlO s/r/2024 s/u2o2s 5 2,000,000 52s,000

EMPI.OYEE BENEFN LABILTTY
HAlO s/112024 s/r/202s 5 2.000.000 s2s,00o

OI-ANKET BONO

DEPOSITORS FORGERV

MONEY & SECURITIEs

HAlO 5/r/2024 s/112025
ss00,000 s2,s00

s 50o,oo0 s 2,s 00

x
s s00,000 s2,500

PROPERI

EUllDlNGS & CONTENTS, Including EDP

MOBILE EOUIPMENT

BOIIfR AND MACHINERY

HAlO s/r/2o24 sh/2o2s

As per khedule
with G IRMA 52,s00

x

X Actu al Cash

Value s 2,s 0o

x As per Schedule

with GIRMA s2,500

DESCRtpTtON OF OpERA'ilONS/tOCATIONS/VEHICtES/E
Evidence of Coverage.

CERTIFICATE HOLDER CAN CETLATION

Department of Public Health
Office of EMS and Trauma
1580 Phoenix Blvd. Suite 200
Atlanta, GA 30349

5H(ru[.0 ANY OF THE ABOVE DE5CRIBEO POUOES BE CANCEI.I..EO BEFORE TH€

EXPIRATIOil OATE THEREOF, NOTICE WIt! 8E DEUVER€D I1,I AccoRDANCE WITH

THE POJGY PROVISIONS

{Y\t'1h"T- A''-' t 
-y*.*,on-.prn,.,

DISCLAIMER
This Cedificate of Covercge does not constitute d controct between the issuing insurer(s), outhorized rcpresentative or odmi nistrotor, ond
the certificate holder, nor does it olfirmotively or negotively omend, extend or olter the coveroge ollorded by the policies listed thereon.

v6.11.l&m
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RESOLUTION NO. 2024-___ 

 

A RESOLUTION BY COUNCILMEMBERS KIMBERLY JAMES, HECTOR 

GUTIERREZ, LATRESA AKINS-WELLS, AND ALLAN MEARS TO APPROVE THE 

AGREEMENT FOR AMBULANCE AND EMERGENCY SERVICES EQUIPMENT AND 

RELEASE OF LIABILITY FOR FOREST PARK FIRE AND EMERGENCY SERVICES 

FROM THE CITY’S FIRE AND EMERGENCY SERVICES DEPARTMENT. 

 

WHEREAS, the City of Forest Park (“City”) is a municipal corporation duly organized 

and existing under the laws of the State of Georgia; and 

 

WHEREAS, the City of Hapeville, Georgia is requesting to use one of the City’s Fire and 

Emergency Service’s (“Department”) ambulances for a temporary basis; and  

 

WHEREAS, the City of Hapeville, Georgia has sent over the Agreement for Ambulance 

and Emergency Services Equipment and Release of Liability for Forest Park Fire and Emergency 

Services (“Agreement”); and 

 

 WHEREAS, the Department requests the approval of this Agreement which outlines that 

the City of Hapeville, Georgia’s fire department shall take temporary possession of the ambulance 

for a period of one (1) calendar year and contains a release indemnifying the City from all claims 

as a result of this Agreement; and  

 

WHEREAS, the approval of this Agreement is necessary to promote the health and safety 

of City citizens.  

 

THEREFORE, THE CITY COUNCIL OF FOREST PARK, GEORGIA HEREBY 

RESOLVES:  

 

Section 1. Approval. The request to approve the Agreement for Ambulance and Emergency 

Services Equipment and Release of Liability for Forest Park Fire and Emergency Services to allow 

the City of Hapeville, Georgia’s fire department to take temporary possession of the City’s 

ambulance for a period of one (1) calendar year as presented to the Mayor and City Council on 

November 18, 2024, is hereby approved; and 

 

Section 2. Public Record. This document shall be maintained as a public record by the City Clerk 

(“Clerk”) and shall be accessible to the public during all normal business hours of the City. 

 

Section 3. Authorization of Execution. The Mayor is hereby authorized to sign all documents 

necessary to effectuate this Resolution.  

 

Section 4. Attestation. The Clerk is authorized to execute, attest to, and seal any documents 

necessary to effectuate this Resolution, subject to approval as to form by the City Attorney.  

 

Section 5. Effective Date. This Resolution shall become effective immediately upon its adoption 

by the Mayor and City Council of the City of Forest Park as provided in the City Charter.  
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SO RESOLVED this _____ day of _______________________, 2024. 

 

CITY OF FOREST PARK, GEORGIA 

 

 

________________________________ 

Angelyne Butler, Mayor 

 

ATTEST: 

 

 

__________________________________ (SEAL) 

City Clerk 

 

APPROVED AS TO FORM: 

 

 

__________________________________ 

City Attorney 
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File Attachments for Item:

9. Council Discussion on the Approval of The City of Forest Park Financial Policies-Finance 
Department

Background/History:

Financial policies provide written guidance for how the City of Forest Park officials and staff should 
approach fiscal issues and core financial areas. To continue a healthy financial support to the Citizens of 
Forest Park for services and infrastructure maintenance, the financial policies ensure accountability, 
minimize confusion on the direction to follow, protects the City, and helps determine the City’s fiscal 
stability.

The polices included in this agenda packet is as followed:

Accounting, Auditing, and Financial Reporting

Accounts Payable Policy

Budget Line Transfer and Amendment Process

Revenue Collection SOP

Stale Check Policy

Cash Receipts Policy and Procedures

Purchasing Policy

PCARD Policy

Travel Policy
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 City Council Agenda Item 

Subject: Financial Policies 

Submitted By: John Wiggins 

Date Submitted: 11/07/2024 

Work Session Date: 11/18/2024 

Council Meeting Date: 11/18/2024 

Background/History: 
Financial policies provide written guidance for how the City of Forest Park officials and staff should approach 
fiscal issues and core financial areas. To continue a healthy financial support to the Citizens of Forest Park for 
services and infrastructure maintenance, the financial polices ensures accountability, minimize confusion on 
the direction to follow, protects the City, and helps determine the City’s fiscal stability. 
The polices included in this agenda packet is as followed: 

1. Accounting, Auditing, and Financial Reporting 

2. Accounts Payable Policy 

3. Budget Line Transfer and Amendment Process 

4. Revenue Collection SOP 

5. Stale Check Policy 

6. Cash Receipts Policy and Procedures 

7. Purchasing Policy 

8. PCARD Policy 

9. Travel Policy 

Cost:   Budgeted for:  Yes X No 

Financial Impact:  

 

Action Requested from Council: The request of Council is to approve the Financial Policies. 
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Finance Department
Policies

John Wiggins, Director

Jeremi Patterson, Deputy Director

Talisa Adams, Procurement Manager

Deidra Willingham, Staff Accountant

November 18, 2024
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Meeting Agenda

• Departmental policies – High Level Overview

• Finance & Accounting policy

• Purchasing policy

• P-Card policy

• Travel policy

• Q&A

• Council’s Approval
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Purpose

• Codified and Approved by Governing Body

• Rules and Regulations that govern the purchasing, finance, 
accounts receivable, and payables processes for the City of Forest 
Park
• Must follow Federal, State, and Local Laws 

• Best Value! - Fair, Transparent, Open Process

• Exemptions/Exclusions/Exception
• City Authorities (URA, DDA, DA)
• Commodity Categories (ie.,memberships, artists, 

advertisements, real estate, travel, etc.)
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Finance & Accounting Policy

Accounting, Auditing, 
and Financial 

Reporting
Accounts Payable

Cash Receipts
Revenue 
Collection

Budget Line 
Transfer and 
Amendment

Stale Check 
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Purchasing Policy

Establish step-by-step 
instructions on how to 

process daily operational 
tasks

Provide understanding and 
resolution

Identify do’s and do not’s

•Align with City 
Ordinances, federal, state 
and local laws, and best 
governmental practices

Guide
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Policy Content

FIRST RESPONDERS 
OF INFORMATIN

Features

Authority Approval Levels

Procurement Methods

Reference other policies
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Features

• Must comply with Budget and/or 
grant requirements

• Centralized Procurement Division / 
Procurement Manager

• May not be arbitrarily divided to 
avoid the formal sealed threshold 
methods, or to avoid approval 
authority

• Defines authority of 
department and director1

• Who can establish and 
enforce procedures2

• Improper purchases3

Page 127

Item #9.



Authority Levels

FIRST RESPONDERS 
OF INFORMATIN

Currently

• City Manager approval level up to $10K 

• Governing Body approval level over $10K

Recommendation

• City Manager approval level up to $50K (all 
informal solicitations and/or Purchase Order 
(PO)

• Governing Body approval level over $50K (all 
formal solicitations and/or contract awards)
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Authority Levels

FIRST RESPONDERS 
OF INFORMATIN

Procurement

Method*

Required 

Approvals**

Amendments / Change Orders

≤ $1,000.00 No competition required

- one (1) written quote, Requisition, and PO.

1. Department director

2. One-time informal procurement 

processed by UD. 

Increases greater than five percent (5%) 

or Two Thousand, Five Hundred Dollars 

and 00/100 Cents ($2,500.00) –

excluding any contingency – require 

additional Requisition and approval 

from all necessary parties. 
$1,000.01 -

$4,999.99

Three (3) written quotes, Requisition, and 

PO

1. Department director

2. Procurement manager

3. Informal procurement processed by UD. 

$5,000.00 -

$49,999.99

Competitive Procurement (Informal 

Solicitation):

- Requisition, PO, and/or Contract as 

appropriate. 

1. Department director

2. Finance Department

3. Procurement manager

4. City Manager

5. City Attorney (contracts)

$50,000.00 > Competitive Procurement (Formal 

Solicitation):

- Requisition, PO, and/or Contract as 

appropriate. 

1. Department Director

2. Finance Department

3. Procurement manager

4. City Manager

5. City Attorney (contracts)

6. City Council 

*The Procurement Methods listed above are not applicable to Sole Source Procurement, Single Source Procurement, Emergency Procurement, Cooperative Purchasing,

and Real Estate Acquisition. See Article VII (Noncompetitive Procurements). Notwithstanding this exclusion, the Required Approvals must still be obtained based on the

applicable purchasing threshold unless otherwise provided in Article VII.

**City Council approval is always required for purchases exceeding Fifty Thousand Dollars and 00/100 Cents ($50,000.00) and if purchase is not within the annual

budget.
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Procurement Methods

• IWQ – Informal Written Quotes

• RFQ – Request for Quotes
Informal

• RFB – Request for Bid

• RFP – Request for Proposals

• RFQV – Request for Qualifications
Formal

• Cooperative Contracts/Piggyback

• Sole/Single Source

• Emergency 

Non-
Competitive
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PCARD Policy

Program Purpose 
and Compliance 
Requirements

Strict Prohibition 
on Personal 
Purchases

Defined Roles 
and 

Responsibilities

Internal Controls 
and Compliance 

Audits

Random Audits 
and Ongoing 
Monitoring
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Travel Policy

Pre-Approval for Overnight Travel:

Use of Personal and City Vehicles for In-State Travel:

Per Diem Allowance for Meals:

Strictly Defined Reimbursable and Non-Reimbursable Expenses:
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Reference

FIRST RESPONDERS 
OF INFORMATIN

Ethics Ordinance/Policy

P-Card Policy

Travel Policy
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Centralized Procurement Division
ASANA - https://app.asana.com/ OpenGov -

https://www.forestparkga.gov/finance
/page/bids-rfps
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How to Do Business

• Vendor 
Symposium 
• December 5, 2024

• Quarterly Clinics 
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Q&A

THANK YOU!
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City of Forest Park, GA 
Policies 
 

   

 

 

 

 

 

 

CITY OF FOREST PARK 
FINANCE AND ADMINISTRATION 

DEPARTMENT 

 

 

 
 

ACCOUNTING, AUDITING AND 

FINANCIAL REPORTING 
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City of Forest Park, GA 
Policies 
 

City of Forest Park, GA  1  Effective TBD 
Accounting, Auditing, 

and Financial Reporting Policy   
 

 

Table of Contents 
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City of Forest Park, GA 
Policies 
 

City of Forest Park, GA  2  Effective TBD 
Accounting, Auditing, 

and Financial Reporting Policy   
 

 

I. ACCOUNTING 
 

The City shall maintain a system of financial monitoring, control, and reporting 
for all operations and funds in order to provide an effective means of ensuring 

that financial integrity is not compromised.  In addition, such practices shall 
provide City officials with the necessary resources in order to make sound 

financial decisions.   

 

A.  SCOPE 

This policy applies to all accounting records that are the responsibility and 

under the management of the City’s Department of Finance. 

 

B. GENERALLY ACCEPTED ACCOUNTING PRINCIPLES (GAAP) 

The City will establish and maintain a high standard of accounting practices.  

Accounting standards will conform to generally accepted accounting principles 

of the United States as promulgated by the Governmental Accounting 
Standards Board (GASB).  The City also will follow the Financial Accounting 

Standards Board’s pronouncements, as applicable. 

 

C. FUND STRUCTURE 

The City will maintain the minimum number of funds consistent with legal 

compliance and sound financial administration.  The City will adhere to the 
mandatory fund structure included in the Georgia Department of Community 

Affairs’ (DCA) chart of accounts (see link below).  Funds shall be classified in 
conformity with GAAP.  Further, all funds shall be reported within the annual 

financial statements. 

 Uniform Chart of Accounts (UCOA) - Fourth Edition 4.3 (May 2020, Amended 

May 2023) 
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City of Forest Park, GA 
Policies 
 

City of Forest Park, GA  3  Effective TBD 
Accounting, Auditing, 

and Financial Reporting Policy   
 

 

D. CHART OF ACCOUNTS 

The Georgia General Assembly passed the Local Government Uniform Chart 

of Accounts and Reporting Act in 1997 (House Bill 491).  This law requires the 
DCA to prepare and issue a standardized chart of accounts for Georgia 

governments.  It shall be the policy of the City to implement and utilize the 
account classifications as the chart of accounts prescribes.    

 

II. AUDITING 
 

Georgia Law on Local Government Audits, O.C.G.A. Section 36-81-7, requires 

an independent annual audit for the City.  The annual independent audit shall 
be conducted in accordance with generally accepted auditing standards 

(GAAS) and generally accepted governmental auditing standards (GAGAS).  
In addition, the City shall comply with the requirements of the General 

Accounting Office (GAO) and the Office of Management and Budget (OMB) 

when audits are conducted relating to federal funding, consistent with the 
Single Audit Act.   

 

A. SCOPE 

This policy applies to all funds that are the responsibility and under the 

management of the City of Sandy Springs and its Department of Finance. 

 

B. AUDITOR QUALIFICATIONS 

A properly licensed Georgia independent public accounting firm shall conduct 

the audit. 

 

C. CHOOSING THE AUDIT FIRM 

Every three to five years, the City will issue a request for proposal to choose 

an audit firm for a period of three years with two one-year renewal options.  
The City will request two proposals from qualified public accounting firms.  One 

Page 140

Item #9.



 
City of Forest Park, GA 
Policies 
 

City of Forest Park, GA  4  Effective TBD 
Accounting, Auditing, 

and Financial Reporting Policy   
 

 

proposal shall contain the firm's costs and a second will contain the firm's 

qualifications.  The cost proposals shall only be presented after three qualified 
firms are determined.  When awarding the contract for the independent audit, 

not less than 70% of the decision will be based upon technical qualifications 
rather than cost.   

 

D. AUDITING AGREEMENT 

The agreement between the independent auditor and the City shall be in the 
form of a written contract or an engagement letter.  The contract or 

engagement letter shall include the request for proposal as an appendix to the 
written document and all issues addressed in the request for proposal shall be 

required as part of the contract or engagement letter. 

 

 

III. INTERNAL AUDIT  
 

The City shall develop, and once developed, maintain a strong internal audit 
function, whereby applying financial practices and policies to transactions.  

The City shall develop accounting practices and procedures, which will be 
documented for use in internal control evaluation. 

 

IV. MALFEASANCE AND EMBEZZLEMENT 
 

Any employee will be prosecuted to the extent of the law in any instance where 

the employee is proven to have committed an illegal act such as theft.    

 

V. FINANCIAL REPORTING 
 

A. SCOPE 

Page 141

Item #9.



 
City of Forest Park, GA 
Policies 
 

City of Forest Park, GA  5  Effective TBD 
Accounting, Auditing, 

and Financial Reporting Policy   
 

 

The Department of Finance shall develop and maintain an ongoing system of 

financial reporting to meet the information needs of the government, 
authorities, and regulatory agencies.  In addition, the City Manager, Mayor, 

Council, Department Heads and the public shall have access to reports to allow 
them to monitor, regulate, and to use as a basis for future financial decisions. 

 

B.  ANNUAL COMPREHENSIVE FINANCIAL REPORT 

In conjunction with the annual independent audit, the City shall prepare and 
publish an Annual Comprehensive Financial Report (ACFR).  The City shall 

prepare the ACFR in conformity with GAAP and the Government Finance 
Officers Association’s (GFOA) program requirements.  Annually, the City will 

submit its CAFR to the GFOA to determine its eligibility to receive the GFOA’s 
“Certificate of Achievement for Excellence in Financial Reporting.”   The City 

shall make this report available to the elected officials, bond rating agencies, 
creditors and citizens. 

The City shall report in conformity with O.C.G.A Section 36-81-7.  A copy of 
the City’s annual audit (i.e., the ACFR) shall be submitted to the Georgia 

Department of Audits and Accounts within 180 days of year-end, as required.  
Additionally, all external reports as required by the regulatory agencies shall 

be completed and filed as prescribed by state and federal law. This includes, 
but not limited to CVIOG, EMMA, Federal government (single audit), and DCA.   

 

VI. ANNUAL BUDGET DOCUMENT 
 

The City shall prepare and publish an annual budget document in accordance 

with the policies contained within this document.  This budget shall measure 
the annual funding and forecast the financial position of the City for the 

subsequent fiscal year.  This document shall be prepared in conformity to the 
GFOA program requirements.  Annually, the City will submit the budget to the 

GFOA to determine its eligibility to receive the GFOA’s “Distinguished Budget 

Presentation Award.”  The City shall make the report available to elected 
officials, citizens, and any interested parties. 
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City of Forest Park, GA  6  Effective TBD 
Accounting, Auditing, 

and Financial Reporting Policy   
 

 

VII. ANNUAL CITIZEN’S REPORT 
 

At the direction of the City Manager, the Finance Department may coordinate 
with the Marketing Department (or similar provider) on the publication of an 

annual report to the citizen’s (e.g., a popular report) which includes financial 
details.  The citizen’s report shall be in addition to the ACFR.  This report shall 

follow the recommendations of the GFOA’s “Popular Annual Financial Report” 
(PAFR) program guidelines.   The City shall submit the Annual Citizen’s Report 

to the PAFR program to determine it eligibility to receive the award. 

 

VIII. INTERNAL REPORTING 
 

A. FINANCIAL REPORTING TO THE CITY COUNCIL 

On a monthly basis, the Finance Department shall prepare and present a 
summarized “Statement of Revenues and Expenditures” to the City Council 

for all of the City’s operating funds.  The City also shall prepare a “Capital 
Project” report outlining appropriations (if any), expenses, outstanding 

encumbrances, and available appropriable balances for capital projects. 

 

B. FINANCIAL REPORTING TO THE ADMINISTRATION 

In addition to the external reporting detailed above, the Finance Department 

shall coordinate the reporting needs of each department in order to design 
and implement those reports which the departments need to make sound 

business decisions.  At a minimum, departments will receive reports detailing 
monthly department financial activity including expenses, any personnel costs 

in excess of the approved budget, and recommended budget line-item 

adjustments. 
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City of Forest Park 

Accounts Payable Policy 

 

1. Purpose 

To establish clear guidelines for processing, approving, and paying vendor invoices to ensure 

timely and accurate payment of the City of Forest Park's liabilities. 

2. Scope 

This policy applies to all employees involved in the accounts payable process, including finance, 

procurement, and relevant Department Head or designee. 

3. Policy Statement 

The City of Forest Park is committed to maintaining good relationships with its vendors by 

ensuring timely and accurate payments while safeguarding its own financial interests. 

4. Vendor Management 

 Vendor Selection: Vendors should be selected based on criteria such as quality, cost, 

reliability, and compliance with the City of Forest Park’s standards as determined by 

Procurement Officer(s). 

 Vendor Information: Procurement Officer(s) will maintain a master list of approved 

vendors, including contact information, payment terms, and banking details. 

5. Invoice Processing 

 Receipt of Invoices: All invoices must be: 

o Stamped with received date. 

o Attached to purchase order and forwarded to the Accounts Payable department 

within 5 business days.  

 Acceptable delivery methods include mail, interoffice mail, email 

(accountspayable@forestparkga.gov), or electronic data interchange (i.e. 

Asana, Microsoft Groups, etc.) 

 Invoice Verification: Accounts Payable will verify invoices against purchase orders for 

accuracy. A purchase order number must be included on the invoice.  Discrepancies must 

be resolved before approval. 

 Approval Process: Invoices must be approved by the relevant Department Head or 

designated approver before payment. 

 Data Entry: Enter approved invoices into the accounting system within 7 business days. 
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6. Payment Processing 

 Payment Terms:  The City of Forest Park operates on a net-30 pay schedule unless 

otherwise negotiated with between the vendor & Procurement. 

 Payment Methods: Payments will be made via check, electronic funds transfer (EFT), 

wire transfer, or credit card. 

 Payment Schedule: To maintain volume levels, payments will be processed weekly.  

Invoices delivered to Accounts Payable by noon on Friday will be paid within 7 business 

days pending no discrepancies. 

 Payment Approval: Payments must be reviewed and approved by authorized personnel 

before disbursement. 

 Disbursement: Payments will be dispersed to the vendor by agreed upon payment 

method. 

7. Record Keeping 

 Documentation: Payment records will be retained in an alphabetized vendor file, in 

dated order and archived on an annual basis. 

 Reconciliation: Reconcile accounts payable records with vendor statements regularly to 

ensure accuracy. 

8. Internal Controls 

 Segregation of Duties: Maintain separate responsibilities for invoice approval, data 

entry, and payment processing to prevent fraud. 

 Access Controls: Restrict access to the accounts payable system to authorized personnel 

only. 

 Audit: Conduct regular audits of the accounts payable process to identify and address 

any discrepancies or inefficiencies. 

9. Dispute Resolution 

 Discrepancies: Address any discrepancies or disputes with vendors promptly and 

professionally. 

 Dispute Escalation: Escalate unresolved disputes to higher management for resolution. 

10. Compliance 

 Regulatory Compliance: Ensure all accounts payable activities comply with relevant 

laws and regulations. 

 Policy Review: Review and update the accounts payable policy annually or as needed to 

ensure continued effectiveness and compliance. 
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11. Training and Communication 

 Employee Training: Provide training to employees involved in the accounts payable 

process to ensure they are aware of and comply with the policy. 

 Communication: Communicate any changes to the accounts payable policy to all 

relevant stakeholders promptly. 

12. Responsibility and Accountability 

 Department Heads: Responsible for ensuring their departments adhere to the accounts 

payable policy. 

 Accounts Payable Team: Responsible for the accurate and timely processing of invoices 

and payments. 

 Internal Audit: Responsible for auditing the accounts payable process to ensure 

compliance with the policy. 

 

By following this policy, the City of Forest Park can ensure a streamlined and efficient accounts 

payable process that supports strong vendor relationships and maintains financial integrity. 
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Budget Line Transfer and Amendment Process 

Purpose: 

To provide a structured and controlled method for departments to reallocate funds within 

the budget when attempting to allocate an expense to a line item that is over budget. 

Scope: 

This procedure applies to all departments within the organization that seek to amend 

the budget to cover expenses that exceed the allocated amount for a specific line item. 

Procedure: 

1. Identify the Overbudget Line Item: 

o The department identifies the line item that is over budget and determines 

the amount needed to cover the excess expense. 

o If funds are not within budget, a budget amendment must be approved by 

resolution. The budget shall be adopted at the fund/department level, 

which is the legal level of budgetary control. The current year’s budget 

may be adjusted to reflect changes in the local economy, changes in 

priorities or services needed, and receipt of unbudgeted revenues and for 

unanticipated expenditures.  

 

2. Determine Source of Funds: 

o The department identifies potential line items within their budget where 

funds are available and can be reallocated to the overbudget line item. 

The reallocation should not negatively impact the department’s ability to 

meet its objectives. 

3. Complete the Budget Transfer Form: 

o The department completes the Budget Transfer Form, including: 

 Line Item Over Budget: Description and account number of the 

overbudget line item. 

 Amount Needed: The amount required to cover the overbudget 

expense. 

 Source of Funds: Description and account number of the line 

item(s) from which funds will be reallocated. 
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 Justification: A detailed explanation of the need for the budget 

amendment and the impact of reallocation on the department’s 

operations. 

 Department Head Approval: The department head must sign the 

form indicating their approval of the proposed budget transfer. 

 

4. Submit to Finance for Review: 

o The completed Budget Transfer Form is submitted to the Finance 

Department for review. Finance will: 

 Review the Budget Transfer: Assess the validity and necessity of 

the amendment. 

 Check Availability of Funds: Confirm that the proposed source of 

funds is available, and that the reallocation is feasible. 

 Approve or Deny: Finance will approve or deny the transfer. If 

denied, the department will need to revise the form or identify 

alternative solutions. 

5. Submit to City Manager for Final Approval: 

o Upon Finance approval, the form is forwarded to the City Manager for final 

approval. The City Manager will: 

 Review the Request: Ensure the line transfer aligns with the 

overall budgetary strategy and organizational priorities. 

 Approve or Deny: The City Manager will approve or deny the 

request. If denied, the department must revisit the budget or seek 

alternative funding. 

6. Execute the Budget Transfer: 

o Once approved by both Finance and the City Manager, the department 

may proceed with the reallocation of funds. 

o The Finance Department will update the budget to reflect the approved 

changes. 

7. Record Keeping: 
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o The approved Budget Transfer Form, along with any supporting 

documentation, will be retained by the Finance Department for audit and 

review purposes. 

8. Reporting: 

o The Finance Department will report all budget amendments to the City 

Council or appropriate governing body during the next budget report cycle. 

Document: Budget Amendment Form (See Form Below) 

Form Sections:  

 Line Item Over Budget: (Include fields for description, account number, and 

amount needed) 

 Source of Funds: (Include fields for description, account number, and amount to 

be transferred) 

 Justification: (Provide space for a detailed explanation) 

 Approval Signatures: 

o Department Head: 

o Finance Department: 

o City Manager: 

This process ensures that all budget amendments are made transparently, with proper 

oversight and alignment with organizational financial strategies. 
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City of Forest Park Standard Operating Procedure 

Revenue Collection 

 

Subject: Revenue Collection and Reconciliation 

Department(s): All Revenue-Collecting Departments 

 

1. Purpose 

To establish a standardized process for collecting, recording, and reconciling revenue 

by all departments collecting revenue on behalf of the City of Forest Park. This 

procedure ensures consistency, accuracy, and timely submission of financial data to the 

Finance Department. 

2. Scope 

This procedure applies to all departments responsible for collecting revenue through 

cash, check, or credit card payments for the City of Forest Park. 

3. Responsibilities 

 All Revenue-Collecting Departments: 

o Record all revenue in the City's accounting system (currently Tyler). 

o Open daily batches for each type of payment (cash, check, and credit 

card). 

o Reconcile daily batches at the end of each business day. 

o Deliver the cash letter and supporting documentation (cash, check, and 

credit card payments) to the Finance Department prior to 10:00 AM the 

following business day for verification and posting. 

 Finance Department: 

o Verify the accuracy of daily batches and supporting documentation. 

o Post the verified information into the City's accounting system. 

4. Procedure 

4.1 Revenue Recording in Accounting System 

 Each department is responsible for recording revenue using the Tyler system. 

This includes: 

o Properly coding all revenue to the appropriate account line items. 

o Ensuring each transaction is reflected in the system. 
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4.2 Opening Daily Batches 

 For each business day: 

o Open a separate batch for each payment type (cash, check, and credit 

card). 

o Record each transaction in the appropriate batch as payments are 

received throughout the day. 

4.3 Daily Reconciliation 

 At the end of each business day: 

o Reconcile all batches for cash, check, and credit card transactions. 

o Ensure the total amount in the batch matches the physical cash, checks, 

and credit card receipts on hand. 

4.4 Preparation and Submission of Cash Letter 

 Daily, before 10:00 AM: 

o Prepare a cash letter for each batch from the previous day. 

o Include the following supporting documentation: 

 Cash: Physical cash and cash receipts. 

 Check: Physical checks and check receipts. 

 Credit card: Receipts and corresponding transaction reports. 

o Submit the cash letter and all supporting documentation to the Finance 

Department for verification. 

4.5 Verification and Posting 

 Upon receipt of the cash letters and supporting documentation, the Finance 

Department will: 

o Verify the accuracy of the recorded revenue against the supporting 

documents. 

o Post the verified revenue into the City's accounting system. 

5. Compliance 

All departments must adhere to this procedure to ensure accurate and timely financial 

reporting. Non-compliance may result in delays in posting revenue and potential 

discrepancies in the City's financial records. 
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6. Review and Revision 

This SOP will be reviewed annually by the Finance Department or as necessary to 

accommodate changes in the accounting system or revenue collection practices. 

 

Appendices: 

 Appendix A: Example of a Cash Letter 

 Appendix B: Tyler System Batch Entry Instructions 
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STALE CHECK POLICY 
 
Purpose  

The City of Forest Park issues checks for Payroll, Refunds and Accounts Payable. Once a check is issued, 

the recipient has 180 days to deposit the check. If the check has not cleared City of Forest Park's bank 

after 180 days, the check is considered stale dated. It is the City's policy to review and process stale 

dated and unclaimed checks monthly.  

Definition 

A stale check is a check that has not been presented to the bank for encashment within a period of 6 

months. 

Authority  

Finance/City Manager 

Procedure  

1. Determining Stale Dated Checks  

a) Staff will identify and generate a list of outstanding checks six months old or older, by issue date, 

utilizing its treasury management reporting each month.  

b) The identified funds are moved to the appropriate holding account in the General Ledger for up 

to five (5) years.  

c) Staff will attempt to locate the payee by using available search tools (e.g., LexisNexis, SPOKEO, 

DMV, etc.).  

2. Canceling Stale Dated Checks  

a) Staff will notify the payee or beneficiary in writing that a check was issued more than six months 

ago and has not cleared The City’s treasury account. The payee will be provided with a 

"Declaration to Obtain Duplicate of a Lost or Destroyed Check" form.  

b) 30 days after initial notification - If there is no reply from the payee or beneficiary, a second 

notification will be sent by certified mail.  

c) 60 days after initial notification - If no reply has been received a final notice will be sent to the 

payee or beneficiary. The funds will remain in the holding account for up to five (5) years and will 

be absorbed into the System’s reserves if unclaimed.  

3. Re-issuing Stale Dated Checks  

a) Payee or beneficiary must provide a completed “Declaration to Obtain Duplicate of a Loss of 

Destroyed Check” affidavit, signed by the payee or beneficiary. 

b) Once the required documents are received by the City, a new check will be issued to the payee 

or beneficiary through the City accounts payable process.  

4. Redeposit to Reserves (5 Years)  

a) At fiscal year-end, the holding accounts will be reconciled; any unclaimed funds five (5) years and 

older, from the date of initial contact, will be moved to the appropriate reserve account(s).  
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STALE CHECK POLICY 
 
Policy Review: 

This policy shall be reviewed at least every three years.  

 

 _______________________  

John Wiggins, Finance Director  

POLICY APPROVAL DATE:           January 22, 2024 

 

 

 

FORM 1 

Declaration to Obtain Duplicate of a Lost or Destroyed Check Form 

 

I, ___________________________________________, have examined the check numbered, 

dated _______/________/______, payable to me in the amount of $ __________. I did not 

sign this check or authorize anyone to sign it. The signature on this check is not mine. I did not 

receive the whole or any part of the money. The signature below is my proper signature. 

I certify under penalty of perjury that the information I have given in this statement is correct and 

true. 

 

______________________________________________                       _________________ 

Signature of Recipient                                                                                      Date 

 

______________________________________________                       _________________ 

Signature of Witness                                                                                        Date 
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City of Forest Park 

 
Cash Receipt Policy and Procedures 

June 2024 

Scope 

These guidelines include all departments in the City of Forest Park that accept cash, credit 

card or check payments. These guidelines cover all transactions that involve an exchange of 

payments for goods or services. All City personnel that handle cash must have an awareness 

of and show a commitment towards maintaining strong internal controls for money handling 

responsibilities. 

Purpose 

To establish and maintain uniform cash receipt and reporting policies and procedures across 

the City of Forest Park. 

Guidelines 

City departments in a funds handling capacity should be committed to establishing and 

maintaining strong internal controls around the cash receipts process to prevent the 

mishandling of funds and safeguarding against loss. Strong internal controls also protect 

employees by defining crosschecking roles for funds handling responsibilities. Departments 

responsible for handling checks and cash must maintain written procedures outlining each 

step in the funds handling process. These procedures should be reviewed at least annually to 

ensure that the procedures are current. For those departments that do not have adequate 

staff to support proper separation of duties, compensating controls must be established to 

ensure procedures are followed. Compensating controls are additional procedures to help 

reduce the risk of error or loss. Departmental procedures should also address the security of 

funds (i.e., locking file cabinet, safe) during the workday, and storage for overnight 

safekeeping. The Finance Department, in consultation with city leadership and department 

heads, will conduct annual reviews of randomly selected cash collection areas to ensure the 

following: 

Written procedures have been established for processing cash receipts and a copy has been sent 

to the Finance department. The procedures should indicate who is responsible for each duty by 

position title. 

Staff are properly trained in these procedures. 

The written procedures are being followed. 

Revenues collected by the departments are not used to cash personal checks, third party checks 

or to make change. 

Funds and receipts are kept in secure locations. 
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Procedures 

Departments must record all currency transactions in an electronic transaction register 

appropriate to their area of responsibility. Currency transactions include cash, check, money 

order, Finance check, and credit cards. All receipts must be generated from the system of 

entry - no handwritten receipts are to be used. Receipts must include, but are not limited to, 

the following information: the date received, the dollar amount, a receipt number, name of 

the person paying for the transaction, description of the service or product, name of the 

department or area collecting the funds, and name of the cash handler. Here are some key 

things to keep in mind when writing your procedures: 

The cashier is responsible for assuring that the funds are deposited in the appropriate bank 

account at Truist bank. The cashier is responsible for having the reports from the entry system 

and City deposit ticket transported to the Finance Office for verification, entry and 

reconciliation. 

All deposits must be made to the bank within 24 hours of the time close out of the daily activity. 

Reports are submitted to the finance department daily by 8:30 AM for the previous day's 

transactions. 

If not using the Remote Deposit Scanner for deposits, Stamp the back of each check with a 

restrictive endorsement (such as "City of Forest Park for Deposit Only"). See User guide 

attached. 

Funds, register, and receipts must be kept in secure locations. To protect the funds, they should 

be kept in a lockable container, such as a cash box, and stored in an area that is not visible to 

unauthorized personnel. The container should not be left unattended during the workday. At 

night or outside of business hours, all funds must be kept in a secured (locked) storage area, 

such as a locking file cabinet or safe. The transaction register/ receipts should be stored 

separately from the funds to maintain accountability for loss in the event of a theft. 

In the event of Loss or theft, immediately notice the Police Chief and Finance director. 

All transactions must be recorded on the transaction register. If an error is made, contact the 

direct supervisor to void and authorization to correct transaction entry. Corrections must be 

approved & dated by a supervisor or manager at the time of the transaction. 

A receipt must be given for all transactions, especially those that involve cash. 

Page 157

Item #9.



ADDENDUMS AND REFERENCE MATERIALS ATTACHED 

 

 

 

 
Tyler Cash Receipt training manual 

Documents list that should be part of each daily cash packet. 

Remote Deposit Capture (RDC) Machine. 
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TYLER CASH RECEIPT TRAINING 

GUIDE 
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CASH COLLECTION 
 
 

 
OPENING BATCH PROCESS 
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10/3/22, 8:40 AM Open Batch for Payment Processing 

 Opening a Batch for Payment Processing 

- Cash Collection > Processing > 

Follow the steps below to open a batch for payment processing: 

 
Click Here to OP-en an Existing Batch 

1. Click Open Batch. The Open Batch dialog box opens. 

 

2. From the Batch dropdown list, select the batch the user wants to use. 

 

3.  Click Ok. operator entry in the Open Operators/Batches grid indicates the batch you 

are using and the date and time that you opened the batch. 

 

 

Click Here to Open a New Batch 

1.  Click Open Batch. The Open Batch dialog box opens. (If you have a batch open but 

no other batches exist for operator login, the system opens the New Batch dialog 

box immediately. Skip to step 3.) 

2. Click New. The New Batch dialog box opens. 

 

3.  In the Description field, type a description for the new batch, using up to 25 

characters. 

4.  Click Ok. operator entry in the Open Operators/Batches grid indicates the batch you 

are using and the date and time that you o·pened the batch. 

 
 

 
If you open a batch when you already have another batch open, the system closes the 

original batch. 

 

 

Need more help? Visit IY.ler University, Iyler Community.,or contact your fu!P-P-Ort Team. 

- Click here for new procedures for Contacting Your Support Team. 
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10/3/22, 8:42 AM Close Batch 
 

 

Closing a Batch 
Cashiering > Processing > Operator Process 

 

This procedure assumes that you are currently logged in to the Operator Process and 

that a batch is currently open. 

Follow the steps below to close a batch: 

 
1. In the Open Operators/Batches grid, highlight the row containing the batch the user 

wants to close. 

2.  Click Close Batch. The system updates the Closed Batches grid to include the 

batch you closed. 

 

 
Need more help? Visit Iyler UniversityJIyler CommunityJor contact your S.U,pport Team. 

Click here for new procedures for Contacting Your Support Team. 

- 
@ Tyler Technologies, Inc. 2022. All rights reserved. Possession, use, or redistributionof the Information In this publication is 

authorized only by representatives of Tyler Technologies. 
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10/3122, 8:43 AM Approve Batch of Receipts 

 

 

Approving a Batch of Receipts 
Cash Collection > Processing > Operator Process 

 
The method for approving batches of receipts depends on whether operators are set up 

in Operator Maintenance to require approval of their batches. Follow the procedure that 

applies to you. 

Follow the steps below to approve a batch of receipts: 

ClickHere if Operator Requires AP-proval 

This procedure assumes that you are currently logged into the Operator Process, that 

the batches the user wants to approve are closed, and that you successfully printed the 

Receipt Register for the batches. 

1. In the Closed Batches grid, ensure that the checkbox in the Selected column is 

marked for each batch the user wants to approve. 

2. Click Approve. The Approve Batch dialog box opens. 

• 

3. In the Total Dollars Received field, type the total amount received for the 

transactions in all selected batches. 

 

4.  Click Ok to approve the batch(es). A Y displays in the Approved column of the 

Closed Batches grid for each approved batch. 

Click Here if Operator Does Not Require Appr_™1 

This procedure assumes that you are currently logged into the Operator Process, that 

the batches the user wants to approve are closed, and that you successfully printed the 

Receipt Register for the batches. 

1. In the Closed Batches grid, ensure that the checkbox in the Selected column is 

marked for each batch the user wants to approve. 

2.  Click Approve. A Y displays in the Approved column of the Closed Batches grid for 

each approved batch. 

- 
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10/3/22, 8:45 AM Email Receipts 
 

 

Emailing Receipts 
Cashiering > Processing > Operator Process > Enter Payments 

 

Follow the steps below to email receipts: 

 

1. Enter payment information and click Ok to commit to the payment. 

 

2. Click Email Receipt in the Document Printing window. 

 

NOTE The Email Receipts button is only enabled if the Email Receipts flag is enabled in 

the transaction code. 

 
3.  After clicking the Email Receipt button, a window opens to allow the entry/edit of 

recipient addresses. For all transactions except court, enter the email address the 

user wants to send the receipt to. 

4.  For court transactions, mark the checkbox next to the name of each defendant the 

user wants to send a receipt to. The defendant's default email address appears in 

the field to the right of the defendant's name. the user can modify these addresses 

if necessary, but any changes will update the email address on the defendant 

record when you click Ok. 

5.  To add an additional email, such as a bondsperson, mark the Other checkbox and 

enter the corresponding email address in the adjacent field. 

6. Click Ok to send the email and return to the Document Printing Window. 

 

NOTE After sending emails, the Continue button is disabled. To return to Document 

Printing without disabling the Continue button, click Cancel. 

 
TIP To enable emailing receipts on transaction, you must enable the email receipts 

option in Transaction Code Maintenance. the user can modify the system email settings 

in SMTP Maintenance. 

 
,-.. 

 
Need more help? Visit IY.ler University., Iyler CommunityJ or contact your SuJwort Team. 

Click here for new procedures for Contacting Your Support Team. 
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10/3/22, 8:45 AM Void Receipt 

 
 

Voiding a Receipt 
Cashiering > Processing > Operator Process 

 

This procedure assumes that you are currently logged in to the Operator Process and 

that the batch that contains the receipt you need to void is currently open. 

Follow the steps below to void a receipt: 

 

1. In the Operator Process window, click Void Receipt. The Void Receipt window 

opens with the Enter Receipt Number dialog box open in front of it. 

2. In the Receipt Number field, type the number of the receipt the user wants to void. 

 

3.  Click Ok. The Enter Receipt Number dialog box closes and the system loads 

information for the selected receipt in the Void Receipt window. 

4.  Verify that the information for the receipt is correct; then click Ok to void the 

receipt. The system confirms that the receipt was successfully voided. 

5. Click Ok to close the message box. 

 
 

 

Need more help? Visit IylerUniversity.,Iyler Community.,or contact your S!.!pQort Team. 

Click here for new procedures for Contacting Your Support Team. 
 

© Tyler Technologies, Inc. 2022. All rights reserved. Possession, use, or redistribution of the information in this publication is 

authorized only by representatives of Tyler Technologies. 
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10/3/22, 8:47 AM Accept Multiple Payments in MultiPay 
 
 Accepting Multiple Payments in Multi Pay 

- Cashiering > Processing > Operator Process 

This procedure assumes that you are currently logged in to the Operator Process and 

that a batch is currently open. 

Follow the steps below to accept: 

1. In the Operator Process window, click Enter Payments. The Payment Input window 

opens. 

 

2.  Click Multi Pay in the bottom left corner of the window. The Multi Pay window 

opens. 

3.  Select the Individual option to filter the Name display by the name of the individual 

whom the payment is to be entered for. If you select this option, the system enables 

the Last Name and First Name fields. If you do not want to filter by individual, skip 

the next step. 

4. In the Last Name field, type the first few characters of the customer's last name. 

The system applies the filter when you TAB out of this field. 

5.  To filter the Name display by first name, type the first few characters of the 

customer's first name. The system applies the filter when you TAB out of this field. 

6.  Select the Entity option to filter the Name display by the name of the entity that the 

payment is to be entered for. If you select this option, the system enables the Name 

field. 

7.  In the Name field, type the first few characters of the customer's business name. 

The system applies the filter when you TAB out of this field. 

8. In the Name display,select a name from the list to load it into the Multi Pay display. 

the user can highlight the name and click Select or the user can double-click in the 

row containing the name the user wants. 

9. In the Multi Pay display, select an account from the list for payment and mark the 

Pay checkbox found within the same row as the account. - 
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10/3/22, 8:47 AM Accept Multiple Payments in MultiPay 

 

NOTE The total amount of the account which will be applied to the payment will be 

displayed in the Total field. 

 
10. Once you have selected all the accounts that the user wants to include in the 

payment, click Ok to return to the Payment Input window. 

 
 
 

Need more help? Visit Iyler University.,IY.ler Community. or contact your .S.Upport Team. 

Click here for new procedures for Contacting Your Support Team. 
 

@ Tyler Technologies, Inc. 2022. All rights reserved. Possession, use, or redistribution of the information in this publication is 

authorized only by representatives of Tyler Technologies. 
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10/3122, 8:48 AM Resolve Cash Long Short Conditions 
 
 

Resolving Cash Long and Short Conditions 
Cash Collections > Operator Process 

 

Use this program to input a transaction to balance a cash drawer that does not balance 

with the totals on the Daily Collection Register. You have the option to print a receipt for 

cash long and short transactions. 

Follow the steps below to resolve: 

 

1. In the Operator Process window, click Cash Long & Short. The Cash Long and Short 

window opens. 

2.  From the Batch dropdown list, select the batch for which you need to input a cash 

long or short transaction. The system enables the fields below when you TAB out of 

this field. 

3. In the Drawer is field, select an option to indicate whether the drawer is long or 

short. 

,,,,...... 4. In the Amount field, type the amount by which the drawer is long or short. 

 

5.  In the Transaction Code field, type the code to use for the transaction or click to 

select from a list of transaction codes. You must choose a Cash Long & Short-type 

transaction code. 

6. To print a receipt for the cash long or short transaction, click Receipt. 

 

7. Click Ok to save the transaction. 

 
 

 

Need more help? Visit Iyler University., Iyler Community.,or contact your fu!pport Team. 

Click here for new procedures for Contacting Your Support Team. 

;·l·fmlJ,1 

© Tyler Technologies, Inc. 2022. All righ1s reserved. Possession, use, or redistribution of the information in this publication is 

authorized only by representatives of Tyler Technologies. 

- 

- 
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10/3/22, 8:48 AM View Batch Totals 

 Viewing Batch Totals 

- Cashiering > Operator Process 

This procedure assumes that you are currently logged in to the Operator Process. 

Follow the steps below to view: 

1. Click Batch Totals. The Batch Totals window opens. 

 

2.  From the Operator dropdown list, select the operator for whom the user wants to 

view batch totals. The system loads batch information for the selected operator in 

the display grid. 

3. To see transaction details for the batches represented in the display grid, mark the 

Show Detail checkbox. The system updates the grid with transaction information. 

 

4.  When you finish viewing batch information, click Return to return to the Operator 

Process window. 

- 
Need more help? Visit Iy,ler University,Iy,ler CommunjtyJor contact your SlJ:i:u ort Team. 

Click here for new procedures for Contacting Your Support Team. 
 

@ Tyler Technologies, Inc. 2022. All rights reserved. Possession, use, or redistribution of the Information in this publication is 

authorized only by representatives of Tyler Technologies. 
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Miscellaneous Receipts, the system makes the Print MRC Details checkbox visible. 

Mark the checkbox to print details for CMS miscellaneous receipts on the register. 
 

10/3/22, 8;49 AM Print Receipt Register 
 

 

Printing the Receipt Register 

Follow the link below for the procedure you need to perform. 

Print the Receiru...Register in the Operator Process 

Cash Collection > Processing > Operator Process 

 

This procedure assumes that you are currently logged in to the Operator Process and 

that the batches for which the user wants to print the register are closed. 

1.  In the Closed Batches grid, mark the checkbox in the Selected column for each 

batch the user wants to include on the Receipt Register. To print the register for all 

closed batches, click Select All. 

2. Click Register. The Receipt Register window opens. 

 

3. In the Report Sequence field, select the order in which to print the register. options 

are: 

• Receipt Number: Prints the register in order by receipt number. 

 
• Transaction Number: Prints the register in order by transaction code. 

 
4. To order and total the Receipt Details section of the register by operator, mark the 

By Operator checkbox. 

 
5. To print a list of check payments in the selected batch(es) on the register, mark the 

Print Check Listing checkbox. 

 
6.  To print messages entered for GLB transactions on the register, mark the Print 

Complete GLB Note checkbox. 

 
7. If you are set up in System File Maintenance to use Cash Collections with CMS Tax, 

the system makes the Print nee Details checkbox visible. Mark the checkbox to 

print details for CMS tax payments on the register. 

- 8. If you are set up in System File Maintenance to use Cash Collections with CMS 

Page 170

Item #9.



Miscellaneous Receipts, the system makes the Print MRC Details checkbox visible. 

Mark the checkbox to print details for CMS miscellaneous receipts on the register. 

 

10/3/22, 8:49 AM Print Receipt Register 

9.  Click Ok to run the register. The register prints to the preview window where the 

user can review, format, and print. 

 

TIP If you often run this report using the same selection criteria, save a criteria profile 

so that you do not have to set up the report each time. 

 
 

 
Print the Receip.1.figgister in the End of Day Proce s 

Cash Collection > Processing > End of Day Process 

 

1. In the Packets information tree, expand the Packets branch and click on the folder 

for the packet for which the user wants to print the Receipt Register. 

2. Click Register. The Receipt Register window opens. 

 

3. In the Report Sequence field, select the order in which to print the register. options 

are: 

• Receipt Number: Prints the register in order by receipt number. 

 
• Transaction Number: Prints the register in order by transaction code. 

 
4. To order and total the Receipt Details section of the register by operator, mark the 

By Operator checkbox. 

 
5. To print a list of check payments in the selected batch(es) on the register, mark the 

Print Check Listing checkbox. 

 
6.  To print messages entered for GLB transactions on the register, mark the Print 

Complete GLB Note checkbox. 

7. If you are set up in System File Maintenance to use Cash Collections with CMS Tax, 

the system makes the Print nee Details checkbox visible. Mark the checkbox to 

print details for CMS tax payments on the register. 

 
8. If you are set up in System File Maintenance to use Cash Collections with CMS 
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10/3/22, 8:49 AM Print Receipt Register 

9.  Click Ok to run the register. The register prints to the preview window where the 

user can review, format, and print. 

 

TIP If you often run this report using the same selection criteria, save a criteria profile 

so that you do not have to set up the report each time. 

 
 
 
 
 
 

 

Need more help? Visit IY.ler University.,Iyler Community. or contact your Support Team. 

Click here for new procedures for Contacting Your Support Team. 

.,. rm IJ 
@ Tyler Technologies, Inc. 2022. All rights reserved. Possession, use, or redistribution of the Information in this publication is 

authorized only by representatives of Tyler Technologies. 
 
 
 

 
.·- 

Page 172

Item #9.



 

10/3/22, 8:50 AM View Receipt Information 

 
 

Viewing Receipt Information for a Cash Collections 

- Receipt 
Cash Collection > Processing > Operator Process 

 

Use this program to view details for a receipt or reprint a receipt by specifying the 

receipt number. the user can view details for receipts or reprint receipts in process, 

posted receipts, and voided receipts. 

Follow the steps below to view: 

 

1. Click Receipt Inquiry. The Receipt Inquiry window opens. 

 

2.  In the Receipt field, type the number of the Cash Collections receipt for which the 

user wants to view receipt information, and then press TAB. 

3. When you finish viewing receipt information, click Clear to reset the Receipt Inquiry 

window. 

 

 

Need more help? Visit IylerUniversity.. Jyler Community.,or contact your £.yQQQrt Team. 

Click here for new procedures for Contacting Your Support Team. 
 

IC> Tyler Technologies, Inc. 2022. All rights reserved. Possession, use, or redistribution of the information in this publication is 

authorized only by representatives of Tyler Technologies. 
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CASH COLLECTION 

 
 

 
END OF DAY PROCESS 
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10/3/22, 8:51 AM Select Batches for EOD Processing 

 

Selecting Batches for End of Day Processing 
-. Cashiering > Processing > End of Day Process 

 

Follow the steps below to select batches for End of Day processing: 

 

1. In the Packets Information tree, expand the Packets branch and click on the folder 

for the packet to which the user wants to add batches for processing. 

2. Click Select Batches. The Select Batches window opens. 

 
3.  Select batches to add to the packet. The batches in the Unselected pane are 

available for processing. Only the batches that you move to the Selected pane will 

be processed. Use the move icons to move one or more batches to the Selected 

pane. 

4. When you finish, click Ok to add the selected batches to the packet. 
 
 

 
,..... Need more help? Visit Iyler University,IY.ler Community.,or contact your .S.UP-port Team. 

Click here for new procedures for Contacting Your Support Team. 
 

c, Tyler Technologies, Inc. 2022. All rights reserved. Possession, use, or redistribution of the Information in this•publicatlon Is 

authorized only by representatives of Tyler Technologies. 
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10/3/22, 8:51 AM Approve EOD Processing Packet 

 

 

Approving an End of Day Processing Packet 
,,- Cashiering > Processing > End of Day Process 

 

The End of Day Process helps you perform final processing of receipt packets. 

Follow the steps below to approve: 

1.  In the Packets information tree, expand the Packets branch and click on the folder 

for the packet the user wants to approve. 

2. Click Approve. The system prompts you to verify that the user wants to approve the 

selected packet. 

3. Click Ok to approve the packet. A checkmark on the folder that represents the 

packet you selected indicates that it is approved. 

 

 
Need more help? Visit Iyler University.,Iyler Community_.or contact your Support Team. 

_ Click here for new procedures for Contacting Your Support Team. 
 

@ Tyler Technologies, Inc. 2022. All rights reserved. Possession, use, or redistribution of the information in this publication ls 

authorized only by representatives of Tyler Technologies. 
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10/3/22, 8:51 AM Print the Tender Register 

 
 

Printing the Tender Register 
- Cashiering > Processing > End of Day Process 

 

The Tender Register lists the payment transactions in a selected end-of-day processing 

packet that meet selection criteria. For each payment transaction included, the register 

shows the method of payment, reference note, amount tendered, receipt number, and 

name of the person who made the payment (if provided). The register also summarizes 

the amount tendered by payment method. 

Follow the steps below to print: 

 

1. In the Packets information tree, expand the Packets branch and click on the folder 

for the packet for which the user wants to print the register. 

2. Click Tender Register. The Tender Register window opens. 

 

3.  In the Packet field, verify that the packet for which the user wants to print the 

register is selected. 

,......... 4. In the Sequence field, select an option to indicate the order in which to print the 

register. options are: 

• Method: Prints transactions in order by payment method. 

 
• Receipt #: Prints transactions in order by receipt number. 

 

5.  In the Method Types field, select the payment method types for which to include 

transactions on the register. 

6. Click Ok to run the register. The register prints to the preview window where the 

user can review, format, and print. 

 

TIP If you often run this report using the same selection criteria. save a criteria profile 

so that you do not have to set up the report each time. 
 
 

 
Need more help? Visit IY.ler UniyersityJ Iyler Communi:tyJ or contact your fu!RP-Ort Team. 

Click here for new procedures for Contacting Your Support Team. 
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10/3/22, 8:52 AM Print Daily Collection Register 

 

Printing the Daily Collection Register 
-. Cashiering > Processing > End of Day Process 

 

Follow the steps below to print the Daily Collection Register: 

 
1. In the Packets Information tree, expand the Packets branch and click on the folder 

for the packet for which the user wants to print the register. 

2. Click Register. The Daily Collection Register window opens. 

 

3. In the Packet field, verify that the packet for which the user wants to print the 

register is selected. 

4.  In the Posting Date field, type the date that the transactions in the selected 

batch(es) will be transferred to the sub-systems and posted to the General Ledger 

or use the calendar button to select the date. 

5. If the user wants the register to include a section with GL posting details, mark the 

Print GL Posting Detail checkbox. 

 
6. To print a list of check payments in the selected batch{es) on the register, mark the 

Print Check Listing checkbox. 

7.  Click Ok to run the register. The register prints to the preview window where the 

user can review, format and print. 

 

TIP If you often run this report using the same selection criteria, save a criteria profile 

so that you do not have to set up the report each time. 

 
 

 
Need more help? Visit TY.ler University.,IY.ler Community, or contact your SUJJPOrt Team. 

Click here for new procedures for Contacting Your Support Team. 
 

@ Tyler Technologies, Inc. 2022. All rights reserved. Possession, use, or redistribution of theInformation in this publication Is 

,,,,-.., authorized only by representatives of Tyler Technologies.. 
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10/3/22, 8:52 AM Transfer Transactions to Sub-Systems 

 

Transferring Transactions to Sub-Systems 
,- Cashiering > Processing > End of Day Process 

 

Follow the steps below to transfer transactions to sub-systems: 

 

1. In the Packets information tree, expand the Packets branch and click on the folder 

for the approved packet the user wants to post. 

2. Click Posting. The Transfer to Sub-Systems window opens. 
 

 
 
 
 
 
 

 
,,,,_ 

3. From the Packet dropdown list, verify that the end-of-day processing packet for 

which to transfer transactions to sub-systems and to post transactions to the 

General Ledger is selected. 

4.  Click Ok to start the transfer process. When the process completes, the End of 

Transfer window opens, showing the number of transactions transferred to each 

sub-system. 

5.  Click Ok to close the End of Transfer window. The system notifies you when GL 

posting is complete. 

6. Click Ok to close the message box. 
 
 

 
Need more help? Visit IY.ler University,Iyler CommunityJor contact your Support Team. 

Click here for new procedures for Contacting Your Support Team. 
 

© Tyler Technologies, Inc. 2022. All rights reserved. Possession, use, or redistribution of the Information in this publication is 

authorized only by representatives of Tyler Technologies. 

 
 

Page 179

Item #9.



 

 
 
 
 

 
DAILY PACKET SUBMISSION DOCUMENT 

LIST 
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COURT/ JPD / PROBATION DAILY PACKET SUBMITTAL 
 

 
Every day submit prior day monies activity/ Monday's submittal should include weekend monies 

activity. 

 

 
Court Daily Packet Submittal should include the following: 

1. Bank Deposit Receipt/ Remote Capture Deposit Detail report 

2. Bank Deposit Slip (Yellow/Pink)/ Remote Capture Image Deposit Items Detail Report with check 

IMAGE 

3. Courtware Report & Back Up Corresponding to Deposit 

4. Court Credit Card Report 
 

 
JPD Daily Packet Submittal should include the following: 

1. Bank Deposit Receipt/ Remote Capture Deposit Detail 

2. Bank Deposit Slip (Yellow/Pink)/ Remote Deposit Capture Report with check image 

3. Back Up Corresponding to Deposit 

4. ERP Pro (lncode) Cash Receipts 

5. ERP PRO (lncode) Reports 

a. Tender Register 

b. Cash Collection Receipt Register 

c. Daily Cash Collection Register Operator Summary 
 
 
 

 
Probation Daily Packet Submittal should include the following: 

1. Bank Deposit Receipt/ Remote Capture Deposit Detail 

2. Bank Deposit Slip (Yellow/Pink)/ Remote Capture Image Deposit Items Detail Report 

3. Probation Report & Back Up Corresponding to Deposit 
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REMOTE DEPOSIT CAPTURE {RDC) USER 

GUIDE 
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Remote Deposit Capture: User Guide 
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Getting started 

Remote Deposit Capture is a depository service that allows you to aeate 
check image files that can be electronically transmitted to Truist for deposit. 
The service allows you to make multiple deposits per account per day. 
Payments received in the afternoon, which normally would have to be 
delivered for deposit the next day, can be transmitted to Truist for same-day 
credit. The sen.foe allows you to capture images of remittance coupons for 
reconciliation of your deposits. The service may not be used to deposit 
ineligible items. A list of items that are eligible and ineligble for transmisslal 
\4a the service is pro\4ded in this manual. 

 
Imaged check transactims received by Truist before 10:30 p.m. ET are 
deposited to your accountthe same business day. Deposits received after 
the deadline will be considered deposited on the next business day. 
Deposits submitted on a Saturday, Sunday or holiday willbe considered 
deposited on the next business day following the weekend or holiday. 

 
The service may not be used outside of the United States, US 
territories, US military bases or US Embassies. 

 
We are not liable for any delays or errors in transmission of the images or 
associated information. If the service is not available, you must make your 
deposits by another method, such as an in-person deposit at one of our 
branches oraltematively, mobile application. If you must make a deposit by 
other means due to service being unavailable, you should deposit only 
checks and should retain in your possession the other documents you 
would normally scan with a Remote Deposit Capture deposit 

 
We will make funds for each substitute check or electronic Item that we 
process for deposit to your account available to you under the same 
schedule that would have applied if you had deposited the original paper 
check to your account. 

 
 
 
 
 
 
 

 
Truist recommends that 
you create a user ID 
with administrator 
entitlement for daily 
use. Keep all IDs and 
passwords in a secure 
location, and do not 
share passwords with 
other users. 

 
 

 
If you needlassnstance 

Remote Deposit Capture has an online help feature that pro-..Ades 
information on screens within the application and information on how to 
perform tasks. You can access the online help by clcking on the Help link 
at the top right of each page. 

Please refer to the Receivables section on the Treasury Resource Center 

for more information about Remote Deposit capture and cfient reference 

materials. 
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Security 

 
User ID and Password 

You will need a valid user ID and password to access the Remote Deposit 
Capture application. Truist will assign a Primary Administrator designated 
by your company. Your administrator will set up users, locations, 
entitlements and pennissions. You will recei\e your user ID and temporary 
password directly from your company's designated administrator. You are 
responsible for maintaining the confidentiality of your user authorization 
credentials. Do not share your user ID and password with anyone. 

 

 
If your company has 
single sign-on (SSO) 
pennissions, you will 
be automatically logged 
into Remote Deposit 
Capture. 

 

Role U•rlDs Passwords 

Length 8 - 20 characters 8 -28 characters 

 
 

 
Requirements 

1 Alpha 

1 Numeric 

Must contain three of the four 

One Uppercase 

One Lowercase 

1 Numeric or Symbol 

Must beain with Aloha character 

 
 

 
•  New users must have a user ID and passVKJrrJ ta access the 

system far the first time. 

• A password must be at least eight characters in length. 

•  A password must contain each of these character types: upper 

case alpha, lower-case alpha, numeric and special character(s). 

• An administrator prmAded password is temporary and must be 

changed at log in. The system will prompt users to change thei' 

temporary password. 

•  A passVKJrrJ is valid far 90 days. After 90 days, a user's passwad 

will expire. The system will automatically prompt users to change 

a password beginning 1O days before the expiration date. 

•  A user is disabled after five unsuccessful login attempts. The 

system willblock access to any user after five failed login 

attempts, at which time the user must contact Truist Treasury 

Solutions Client Suppat at 800-774-8179. 

For general questions related to your accol.l'\t - Please contact Truist 
Treasury Solutions Client Support at 800-774-8179. Representatives are 
available from 8 am - 8 pm ET, Monday through Friday (except for bank 
holidays). 

For password resets- Passwords resets may be initiated from the login 
page. An email will be sent to the address on file. 
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For assistance: Please contact Truist Treasury Solutions Client Support at 
800-774-8179. Representatives are available from 8 am -8 pm ET, 
Monday through Friday (except for bank holidays). 

 

 

Understanding Remo.le Deposit Capture 

Use of the Remote Deposit Capture sen.foe imolves important preliminary 
steps in preparing your deposits, as well as steps to ensure the security of 
original checks, images and associated information once a deposit has 
been completed. 

 
The terms and conditions in the agreement tha governs your company's 
use of the seNce require that you develop internal procedures to be used 
in conjunction with the procedures described in this manual. 

 

 
Before you begin using the seNce, please obtain and rei.;ew your 
company's internal procedures to ensure that you understand the 
requirements and your responsibifities for use of the seNce. 

Eligible Items Accepted 

The following items are acceptable for deposit through Remote Deposit 
Capture: 

 
• Checks denominated in U.S. currency that are 

drawn on financial institutions located in the U.S. 

• Money Orders* 

• Traveler's Checks* 

• Cashier's Checks* 

• Remittance items (coupon sized)** 

*These items may be designated as uri<nown in the 
system and may require additional action 
**Not Applicable to RDC Lite 

 

 

Ineligible Items Not Accepted 

Items not eligible for deposit through Remote Deposit Capture must be 
delivered to the bank for deposit. The following are examples of items not 
eligible for deposit through Remote Deposit Capture: 

 
• Sa"1ngs bonds 

• Coupons (i.e. bond coupon, non-financial 
remittance coupon) 

• Foreign items 

• Items with illegible or missing account numbers 
or bank routing numbers in the Magnetic lri< 
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Character Recognition (MICR) line at the bottcrn 

of the check 

■ Items in document carriers 

• Remotely created checks 
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Misread Information 

The MICR line at the bottom of a check contains the acco111t number, bank routing 
number, and check number infonnation, all of which are required by banks for 
check processing. 

 
Remote Deposit Capture analyzes checks for the common features, including the 
information pro\fded by the check's maker, which indudes: 

 
1. Check Number 
2. Payee 
3. Courtesy Amount 
4. Legal Amount 
5. Makers / Drawers Signature 
6. Routing/ Transit Number 
7. Account Number 

 

 

 
An item without a MICR line or a check with MICR line information damaged 
beyond recognition cannot be processed through Remote Deposit Capture 
seNce. 

When information is present, but not readable, Remote Deposit Capture brings ttis 

condition to your attention by displaying the waming icon· near the error field. 
Please see Handling Failed Image Quality for how to handle these errors. 

Serious Scanner Errors 

If your system has been configured to disable a check scanner when a serious 
error occurs, you will see a new error message. You will not be able to continue 
using the scanner until you contact the Technical SeNces Group for assistance 
and provide the listed scanner information. 

Check Routing Symbols 

The check routing symbols 1: and,: surrounding the Routing Transit number 
are used to distinguish this number from the Account Number. If both symbols are 
missing Remote Deposit Capture will prompt you to remove the check from your 
deposit. A check with this deficiency should be taken to the branch for processing 
or returned to the check's maker. 
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Preparing Your Deposit 

Before you log in to Remote Deposit Capture, follow these steps for preparing your 
deposit. 

 
1. Confinn that all checks being batched for imaging are acceptaije for deposit 

through Remote Deposit Capture. 
2. Group your checks in batches. 
3. For each batch, follow these guidelines: 

a. Remow any attachments, including papercftps and staples from the 
checks. 

b. Face checks in the same direction. 
c. Run a list tape to establish the expected total amount of the deposit 
d. Place the list with the batch until you are ready to scan the checks. 
e.  Enter this total in a field on the Declared Amount saeen in Remote 

Deposit Capture. 

 
 

 
You must change the 
temporary password 
pro-.;ded to you by your 
administrator the first 
time you access the 
system. Passwords 
must be seven or more 
characters in length 
and must contain each 
of these character 
types: upper-case 
alpha, lower-case 
alpha, and numeric 

character. 

 

 
Logging into the application 

 

1. Access https:// remotedepmitcapture.truislcom for Login. 
2. Enter your user ID and password in the corresponding login fields. 
3. Click the Log In button. 

The Welcome Page displays 

 

. ....... -... - 
TRUISTffiJ 

,  I I 
Welcome sofl■11 

Romata l>cpo$it Copturo 

I I 
lo,a.dlill.., 

 
.lalUO'i.  

 
Welcome to Remote 

Deposit Capture 
 

 

•  
 

The Welcome Page 

After you log in successfully, the Welcome page displays. From the Welcome page, 
you can access common deposit operations and see any messages that haw been 
sent to you or all application users. 

 
1. Home-To access the Home page 
2. Administration - 
3. Deposits- To access the deposit processing function of the applicatla, 

including: \4iew a list of current deposits, edit and complete open deposits, and 
create new deposits. 

 
Trulst Bank, Member FDIC. ©2021 Trulst Financial Corporation.Truist, the Truist logo, andTruisl Purple ere service marksof 
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4.  Reports- To access the Reports page allowing you to generate and \4iew 

reports. 
5. Research - To access the Research page allowing you to query information 

about completed deposits or specific deposit items. 
6. Web Banking Interface - To access all ser\4ice requests. 
7. User Information - This area of the page shows your user infom,ation and 

which user roles you haw been assigned. 

8.  Application Links- To access Help and user reference material; enable or 
disable the application tooltips (that pro\4ide supplemental infomiation about the 
application controls when you mouse owr a user interface element), and log off. 

9.  User Alerts- This area of the page shows messages that were sent to you 
directly from your administrator suchas notices about your user account, 
changes made to a deposit you recently completed, or special handling 
instructions for a newly assigned deposit. 

10. Messages- This area of the page shows general infomiation that was sent to 
all application users such as upcoming system maintenance or schedued 
downtime, or changes to deposit processing times. 

 

Remote Deposit Capture Fields 
 

Field Description 

Account The item's account number. 

Amount The dollar amount of the item. 

Green indicates the deposit is in balance. 

Red indicates the deposit is not inbalance. 

Balance($) Identifies whether the transactim Is in balance. 

If the Credit Total ($} matches the Debit Total($}, the Balance 
($) will be O and green, indicating the transaction is balanced. 

If the Credit Total ($) does not match the Debit Total($), the 
Balance($) will be red, indicating the transaction is not balanced. 

If the value is contained in brackets, the transaction credit totalis 
less than the debit total. If the wlue is not in brackets, the 
transaction credittotal is greater than the debittotal. 

Balancing Difference ($) The Declared amount($) for the deposit must match the Current 
amount($). If the values match, the Balancing difference($) will 
be O and green. 

 
If the Declared amount($) does not match the Current amount 

($), the Balancing difference($) will be red. 

Coupon Total ($) The total amount recognized for the coupon item (or items) in the 
transaction. 

Credit Total($) The total current amount recognized for all credit items in the 
transaction. 
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Field Description 

Current Amount ($) The total current amount for all items in the deposit 

Debit Total ($) The total current amount recognized for all debit items in the 
transaction. 

Declared Amount ($) The total amount entered for the deposit. 

Errors Indicates whether the item contains an error. These items are 
Identified with a warning icon. 

On large deposits it is sometimes difficult to see all the deposit 
items. You can use the filter feature to show only error items, (a to 
hid.e all errors). 

. Click Show Errors to show only errors 
Click No Errors to hide all errors 

The total number of items that haw errors (missing fields, misread 
characters, unknown items). 

@ All  0 With Errors Allows you to filter the list of transactions to show only transactioos 
with errors. Select the With Errors radio button to tum the filter on 
or select the All radio button to tum the filter off. 

Items The total number of items, scanned or\1rtual, in this deposit. 

Item Type The document identification applied to this item. 

Post Amount ($) The dollar amount of the item. 

Routing Transit The item's routing transit number. 

Sequence The order in which the item was captured. 

Status The current processing state of the deposit (for example, Open- 
Processing or Open-Incomplete). 

Tasks Identify actions you can perfonn on the item. 

Transactions The total number of transactions in this deposit. 

(Transaction Total) Identifies whether the transaction is in balance. 

 

 
Scanner Setup 

Scanners require the download and installation of driwrs before they can properly 
interface with the Remote Deposit Capture application. Before instalfing the driwr: 
• Unplug your check sca,ner. 
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• Disconnect the USS comection from your check scanner to your canputer. 
• Verify that you are logged into your computer with administrator pri\Jileges. 

To Download the scanner driver 

1. Login using a profile with deposit pri\Jileges. 
2. Click Deposits. 
3. The Driwr Download page displays. 
4.  Click the check scanner Image that most closely 

matches your check scanner. 
5. A file download dialog displays. 
6. Click the Save button. 
7. Choose a location for the driwr. 

 
If you do not haw administratiw pri\Jileges the system will notify you. You will 
receiw a pop up message infonning you. 

If the scanner download page does not load automatically, you can access the 
page directly by using this web address: 

 
https:/lremotedepositcapture.truist/CPWECompk!tjonlPriverDowoload,faces 

To install the scanner driver 

1. Double-click the scanner driwr installation file. 
2. Click the Run button and follow the instructions to install the driwr. 
3. Connect the scanner to the computer using the scanner USS cable. 
4. Plug the scanner into the AC outlet. 

 

 
Scanner Guidelines 
• Tum on the scanner. 
• Connect the scanner in accordance with the manufacturer's 

guidelines. 

 

Deposits 

Creating deposits, scanning deposit items, and making any corrections and 
changes to deposit infonnation and deposit items required to coll1)1ete a deposit 
are the principle Operator actl\Jities in the Online Deposit Application. Deposit 
processing actMties are accessed from the Deposits tab. 

 
Do not physica11y 
endorse the back of 
each item. The 
application will place a 
wrtual endorsement on 
each check. 
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Deposit Types 

The Remote Deposit Capture application sLpports processing the following deposit 
types: 

• Simple deposit - 

o 1 transaction 

o 1 or more checks 

o 1 deposit slip, rtual only 

• Remittance deposit- 

a 1 or more transactions 

o 1 or more checks 

o 1 or more coupons 

o 1 or more deposit slip, rtual only 

 
To create a new deposit: 

From the Welcome page 

1. Click Create New Deposit. 

a. The New Deposit page displays. 

2. Select the location: 

a.  Use the Find Locations link to search for a location if you haw 

many locations. Use the Find Account link to search for an account 

if you haw multiple accounts. 

b.  Use Ad hoc for locations that haw not been defined in the 

application. A numeric designation (up to 10 numbers) may be 

used in the Serial Field to define an ad hoc location. The Serial 

Field will not owrwrite a defined location number. 

3. Enter the deposit information in all required fields (required fields are 

identified with an asterisk *) 

4. Scan the deposit items. 
 

 

Scanning Deposit Items 

Once you haw entered all required information for the new 
deposit, you are ready to scan your deposit items. 

 

 
Preparing Items for Scanning 

To minimize the likelihood of jams and to decrease manual 

re-sequencing of captured items, complete the following 

steps to prepare your items for scanning: 

• Remow any staples or paper clips and items that are 

tom or haw bent comers 

•  Arrange and sequence all deposit items. Ensure that 

the bottom and leading edges of all items are aligned 

and facing in the same direction. As a general rule, 

place a payment coupon first, followed by check(s). If 

the deposit includes m1,1ltiple transactions, repeat the 

same order for each transaction within the deposit. 

• Load the deposit items into the check scanner 

according to the guidelines for your scanner. 
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Scanning Items 

 
To scan deposit items: 

 
1. Click the Start Capture button, the Deposit List page will display. 

 

 

 
Responding to Scanner Errors 

A variety of issues (for example, a scanner jam or item 
double feed) can cause scanning to stop and require 
attention. A message displays indicating that a problem has 
occurred. 

 
Note: If your system has been configured with multi..feed 
owrride settings, you will see a scanner enor message 
when a suspected multi-feed occurs during processing. 

 
•  If the multi-feed was caused by a carrier document 

click the Yes button and resume seaming. 
•  If the multi-feed was not caused by a carrier document, 

click the No button to perfonn the transport recowry 
steps outlined below. 

 
To recowr from a scanner error: 
1. Click the Recover button. 

The system displays the error reason. 
2.  Empty the hopper of any items, then straighten and 

separate the items. 
3. Reorder the items according to the directions in the 

message, then place the items back into the hopper. 
4. Click the Restart Scanner button. 

The system returns to the Deposit Item List page and 
resumes scannirg. 
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Correcting a Deposit 

Once you have scanned all deposit items, you are ready to 
re\tew the deposit and make any necessary corrections to 
the deposit or deposit items. 

Identifying Required Corrections 

Typically, correctil'{1 a deposit inwlves clicking all items 
marked with warning 

( ) icons to correct any errors, supplying missing 
information, and making any additional changes required to 
bring the deposit into balance. 

For each deposit item requiring attention, click the item to 
display the Edit Item pop-up. 

Once you have made all required corrections to the deposit 
items and deposit information, the Complete button will be 
\tsIble and green, allowing you to send the depositto Truist. 

 
Reminder: If you require assistance, contactTruist Treasury 
Management Technical Sel"\Aces Group at 800-TT4-8179 
and select the option for Remote Deposit Capture. 
Representatives are available from 8 am - 8 pm ET, Monday 
through Friday (except for bank holidays). 
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Once you determine what corrections you will need to make, 
you can perform the following actions from this page: 
• Click the warning icon for any flagged items. 
• Enter a new deposit value, then click the Save button to 

change the deposit amount. 
• Click the Edit Deposit button to \Aew or modify the 

deposit details. 
• Click the Delete Deposit button to cancel and remove a 

deposit (with a deposit status of Open-Incomplete). 
• Click the Edit icon nextto an Item in the Scanned Items 

list to see details about that item and edit the item. 

 
 

3M-ii 

I 
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• Click the Report View button to \Aew a printable 

summary report of the deposit and deposit details. 
• Click the Add Items button to scan additional items for 

this deposit. 
• Click the Complete button tofinish the deposit (You 

can only click this button if it is green; if it is red, the 
deposit is not ready to be completed). 

• Click the Return to Deposit List button to exit the 
deposit without completing it. 

•  Click the Virtual Credit icon to display the \Artual credit 
Item for the deposit. 

•  Click the Edit Transaction icon to display the transa::tion 
items in the Transaction Details list. 

•  Click the Delete Transaction Icon (or Delete 

Transaction button) to remow the transaction (and all 
items in the transaction) from the deposit. 

• Click the Edit icon next to an item in the Transaction 
Details list to see details about that item 

• Mow deposit items wilhin 
transactions or between 
transactions. 

Edit Item -10 
 

 

Cppfll'ffl AmQunt 

• Click the Find Errors button to   
display the first error in the 
selected transaction. Once you 
correct the first error, click the 
button again to locate the next 
error (The next error will only be 
found when the first error is 
corrected). 

•  Click the Start Capture button to 
scan additional transactions or 
items for this deposit. 

•  Click the End Capture button to 
signal to the application that you 
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haw finished adding items to the deposit. 
• Click the Report View button to \Aew a printable 

summary report of the deposit and deposit details. 
•  Click the Complete button tofinish the deposit (You 

can only click this button if it is green; if it is red, the 
deposit is not ready to be completed). 

•  Click the Re-Open Deposit button to open a completed 
deposit to add items or make data corrections. Click the 
Return to Deposit List button to exit the deposit 
without completing it 

Editing Item Details 

When you edit an item within a deposit the Edit Item pop-i.!p 
displays, showing the front image and current field resuls for 
the selected item. 

• You may be allowed to change the item type 
(personal check, etc.). See HandlingUnkno!MI 
Items/Reclassifying Items for details. 
You may be required to enter valid data for fields, 
including a non-zero amount. See Completing Field 
Data for details. 
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•  You may be required to enter valid data for defined 

optional fields. See Completing Custan Field Data 

for details. 

You may need to resolve duplicate items. See 

Handling Duplicate Items for details. 

• You may need to resolve image quality errors. See 

Handling Failed Image Quality Items for details. 
 

 
While correcting items on the Edit Item pop-up, you can 
manipulate your \Aew of the current item, and other deposit 
items, in a number of ways: 

•  You can rotate the image, as well as zoom into 

specific portions of the image. The image controls in 

the upper-right comer of the window have hover-help 

tips to help you identify them. See Manipulating 

Image Views for details. 

•  You can na\4gate directly between items in the 

transaction or deposit using the arrow keys in the 

bottom-left of the page. 

•  You can \Aew the remittance coupon associated with 

the current remittance debit item by hovering your 

mouse O\er one of the thumbnails on the right side 

of the Edit Item window to \Aewthat coupon image 

full size. 

If validation or balancing is enabled, you can cfick 

the Next Error button to go to the first deposit item 

with an error. If you open an item with an error, you 

must correct that error before you can go to the next 

item with an error. 

If you wish to make changes to a single item, click the Save 

button to accept your changes and close the Edit Item pop 
up. (You can also click the Cancel button to abandon your 

changes.) 

Balancing a Deposit 

The Remote Deposit Capture system requires that the check 
total match the declared amount before a deposit can be 
submitted to Truist. In the application, the Decla-ed amount 
($) must equal the Current amount ($). 

*Your company can decide to require remittance coupons to 
balance to checks or not. 

*This does not apply to RDC lite 
 

 
For a simple deposit to be considered balanced, the 
Declared amount ($) for the deposit must match the Current 
amount ($). If the values match, the Balancing difference ($) 
value in the top-right of the Deposit Item List page will be 0 
and green, indicating the deposit is balanced. For a 
remittance deposit each transaction within the deposit must 
be in balance, as well as the overall deposit. 
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If the Declared amount ($} does not match the Current 
amount ($), the Balancing difference ($) will be red, 
indicating the deposit is not balanced. If the value is 
contained in brackets, the declared deposit amount is less 
than the total value of the deposit items. If the value is not in 
brackets, the declared deposit amount is greater than the 
total value of the deposit items. 

 

 

To balance the deposit, you must make changes to either the 
declared deposit amount orto indi'.4dual deposit item 
amounts. You can make changes to the declared amount by 
entering a new deposit value in the Declared amount ($) field 
and clicking the Save button. 

 

 
To balance transactions, you must make changes to 
indi'.4dual deposit item amounts. 

 

 
Changing the Declared Deposit Amount 

If you need to change the declared deposit amount (for 
example, you added additional items after creating the 
deposit) you can enter a new value. 

 

 
To change the declared amount: 

From the Deposit Item List page 

1. Enter a new value in the Declared amount($) field. 

2. Click the Save button. 

Toe deposit information updates to reflect your change. 

Editing Deposit Details 

If you need to change any details about the deposit (for 
example, to change the value you entered for the number of 
deposit items), you can edit the deposit information you 
specified when you first created the deposit. 

 

 
To edit the deposit details 

From the Deposit Item List page 

1. Click the Edit Deposit button. 

The Edit Deposit page displays. 
2. Make any desired changes to the deposit information. 

3.  When you haw finished making your changes, click the 
Save Changes button to saw your changes and return to 

the Deposit Item List page. 

 
 

 
To add additional items to a deposit 
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1. Place your items in the scanner hopper. 

2. From the Deposit Item List page, click the Add Items 

button (if you are processing a simple deposit) or the 
Start Capture button (if you are processing a remittance 

deposit). 

 

 
The additional deposit items automatically feed through the 

scanner and are added to the current deposit, appearing in 

the deposit item list as they are captured. 

 

 
Rearranging Deposit Items 

If an item is in the wrong place in your remittaoce deposit (for 
example, items were scanned out of order}, you can use the 
mouse to drag that item to a new location either within the 
Transactions list (if you want to mow the item to another 
location in the same transaction} or the Transaction Details 
list (if you want to mow the item to another transaction}. 

 

 
You can mow an item within a transaction by dragging and 
dropping the item in the desired position. This applies to 
completed transactions in the current deposit, but not to a 
current (Open-Incomplete} transaction: 

•  Drag the item icon and drop it on the item below its 

desired location. This item appears abow the item you 

drop it on, which means it cannot be placed on top of 
the first credit item. 

• If you drop an item on a second (or subsequent) credit, 
the lower credit(s} and checks become a new 

transaction. 

•  To place an item at the end of the list, drop it on the last 

item (it appears abow the current last item}, then drag 

and drop the current last item owr what is now the 

second last item. 

You can also drag an item from the Transaction Details list 
and drop it on a different transaction in the Transactions list: 

•  Credit items, virtual deposit slips, will appear after any 

existing credits or at the top of the list if there are no 

credits. 

•  Checks (debits} will appear at the top oft he existing 

checks. 

•  Unknown items will appear at the top of the list. (You 

should fix unknown items before you mow them.) 

 

 
To delete an item from a deposit: 

From the Deposit Item List page 
1. Click the delete icon for the item you want to remow from 

the deposit. 
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A confirmation dialog displays. 

2. Click the OK button to confirm. 

Toe Deposit Item List page displays. 
 
 

 
To delete a transaction from a deposit: 

From the Deposit Item List page 
1.  Click the delete icon for the transaction you want to 

remove from the deposit. 

A confirmation dialog displays. 
2. Click the OK button to confirm. 

Toe Deposit Item List page displays. 
 
 

 
To delete a deposit: 

From the Deposit Item List page 
1. Click the Delete Deposit button. 

A confirmation dialog displays. 
2. Click the OK button to confirm the deposit deletion 

and return to the Deposit List page 

 
Correcting Deposit Items 

You may have to complete one or more of the following 
acti'Aties to correct deposit items before you can send the 
deposit to Truist. 

 
Manipulating Image Views 

When you are \1ewing an image on the Edit Item pop-up, ya., 
can use the image \1ewer controls at the top of the page to 
see details of the images captured for the current item. 

Toe following image \Aewer controls are available: 
 
 
 

 

Field Description 
 

@ Zoom in Magnifies the image 

0 Zoom out Shrinks the image 

 
Zoom to signature Magnifies the image's signature area 
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Field Description 
 

 
Zoom to endorsement Magnifies the image's endorsemert area 

0 Zoom to Bank of First Deposit Magnifies the image's Bank of First Deposit 
area 

 
Rotate image right Rotates the image clockwise 

@ Rotate image left Rotates the image counter-clockwise 

- Vlewfront Displays the front image of the item 

 
t View back Displays the rear image of the item 

 
Rewrse \'ideo Toggles between a regular and rewrse \1deo 

image 

 

 
Toggle binary and grayscale 

 
Not applicable to this release 

 

 
To enter field data: 

From the Deposit Item List page 
1. Oick the Edit icon beside the item. 

The Edit Item pop-up displays. 
2.  Correct or complete the data in any red bordered fields 

below the item image. Characters that are not recognized 
by the scanner appear as exclamation marks. 

3. Oick the Save button to saw your changes. 
 

 

Completing Custom FieId Data 

Custom fields are an application feature that can be 
assigned by your administrator. If custom fields are enabled, 
you will be prompted (and may be required) to enter 
supplemental information about a deposit item in additional 
fields on the Edit Item pop-up. 

Custom fields follow standard display rules, so they haw a 
red borderwhen they contain invalid or missing data. If you 
change the item's documert type, any data from custom 
fields common to the types will be retained. 

 
To enter custom field data: 

From the Deposit Item List page 
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1. Click the Edit ioon beside the desired item. 

The Edit Item pop-up displays. 
2. Key in custom field data in any red bordered fields below 

the item image. 
3. Correct other field errors as appropriate. 
4. Click the Save button to saw your changes. 

 

 

Handling Unknown Items/Reclassifying Items 

The application classifies items based on the data it reads 
from them. If data is missing from an item, or if the 
application is unable to interpret some of the item data, the 
application may classify the item as an "unknown" document 
type (or may classify the item inoorrectly). When you see an 
Unknown Item message on the Edit Item pop-up, you may 
need to manually select the proper item type. 

 
 

 
To specify the correct Item type for an Item: 

From the Deposit Item List page 
1.  aick the Edit icon beside the item flagged as an unknow, 

item (or the item you want to reclassify). The Edit Item 
pop-up displays. 

2. From the drop-down menu on the top left side of the 
image window, select carect item type. 

Note: With Edit Item - 4 
,:n----------u-ni:r:-·,c-,--m-r.e_:n   , 

act1w, 
choosing a new 
item type 
causes the 
application to 
re-validate all 
item data. If the 
current data is 
incorrect for the 
new item type, 
you must either 
correct missing 
data or choose 
a different item 
type. 

3. Click the Save 
button. 

 

 
Handling Duplicate Items 

If, during processing, the application encounters a deposit 
item that matches an existing record in the Remote Deposit 
Capture database, the application will flag the deposit item 
as a duplicate item and require your attention. 
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To respond to a duplicate item error: 

From the Deposit Item List page 
1.  aick the Edit icon beside the item flagged as a 

duplicate. The Edit Item pop-up displays. 

2. Click the Duplicate link in the message area at the top 
of the page. The Duplicate Items page displays. 

3. Re\Aew the available information for both items (the 

current deposit item, shown in the top window, and the 

duplicate item record from the Remote Deposit Capture 

database, shown in the bottom window) to determine 

what corrective action to take: 

• You may decide that correcting incorrectly recognized 

codeline data would make the items unique. (Correct 

the codeline data after returning to the Edit Item pop 

up.) 

•  You may decide to delete the current item because it 

really is a duplicate. 

(Click the Delete button after returning to the Edit Item 

pop-up.) 

•  You may decide to keep the current item because it 

really is not a duplicate and override the duplicate flag. 

(Click the Override Duplicate check box after 

returning to the Edit Item pop-up.) 

4. Once you determine the proper action to take, click the 

Return to Edit Item button to return to the Edit Item 

pop-up to carry out your decision. 

 

 
Handling Failed Image Quality Items 

If, during processing, the application encounters a deposit 
item that did not pass image quality testing, the application 
will flag the deposit item with a failed image quality error and 
require your attention. 

 

 
To respond to a failed image quality error: 

From the Deposit Item List page: 
Click the Edit icon beside the item flagged with a failed 

image quality error. 

The Edit Item pop-up displays. 
1. Click the Failed Image Quality link in the message area 

at the top of the page. 

The Image Quality page displays the captured item 
images and the status of the image quality tests for the 
current item. When tns page first appears, the image 
displayed is the first image that failed a configured 
quality test. 

2. Examine the images to verify that the document was 

scanned correctly. If you see that the document was 

reversed, upside down, or folded you can delete the item 

and scan it again. 
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•  To toggle between front and rear \Aews of the item, 

click the Back/Front button. 
• To toggle between binary (black and white) and 

grayscale, select an option from the drop-down menu. 
3.  View the test results below the image. The test name, 

result, type, and wlue columns pro\1de details to help 
you detem1inewhat correctiw action totake: 
•  You may decide the image quality of the current item 

Is unacceptable, and delete the item and scan it 
again. (Click the Delete button after returning to the 
Edit Item pop-up.) 

•  You may decide to keep the current item and ownide 
the image quality error flag. (Click the Override 
Image Quality check box after returning to the Edit 
ltempo p.) 

4. Once you detem1ine the proper action to take, click the 
Return to Edit 

Item button to return to the Eclt Item pop-up to carry out 
your decision. 

Completing a Deposit 

Once you haw made all required corrections to the deposit 
and deposit items, you can complete the deposit and send it 
to Truist for additional processing. 

Before you can complete a deposit, make sure: 
• No warning icons remain for any items or transactions 

within the deposit -you haw made all required 
corrections to the deposit and the items within the 
deposit. 

The Complete button must be green - a red button indicates 
that the deposit is not ready to be completed and still 
requires your attention. 
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To complete a deposit 

 

1.  Ensure the Complete button is sible and green on the 

Deposit Item List page. 

2. Click the Complete button. 

A confirmation dialog displays. 

3. Click the OK button. 
 
 
 
 
 
 

 

Supervisor Tasks 

By default, the following pem,issions are typically assigned 

to a supenAsor role: 

• Access Deposits 

• Access Research 

• Assign Deposits 

• Create Customer Report for All Users 

• Approw / Transmit Deposits created by Operators 
 

 
SupeNsors can perform a variety of deposit processing 
acti ties, including: 

• Re ewing deposits and deposit detaUs 

• Assigning deposits to operators 

• Transmitting completed deposits 

• Researching items 

• Approw I Transmit Deposits created by Operators 

 

 

About Deposit States 

Deposit states are used to identify where a deposit is within 
the Remote Deposit Capture application processing 

workffow. An Open Balanced state indicates that a deposit 
is ready for transmission to the Truist for processing. 
Research items and report queries can be filtered on the 
deposit state. Possible deposit states: 
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Field ·1Description 

Open-Processing 

.The initial deposit state When: 

. 
You click Start Capture button 

While deposit items are scanned 
After a user recowrs from an Open- Jammed state 

•  When a user clicks the Add Items button to add additional items to an Open- 
Incomplete or Open-Complete deposit 

 
Until you click to End Capture or Complete button. 

Open-Jammed An exception state 

When the scanner jams 

Until the jam is remowd 

Open-Incomplete Deposit isin process When: 
• Clicking the End Captura or Complete button for a deposit that is out of balance or 

. has not met all deposit requirements 
Clicking Re-Open button for a deposit to perform additional processing acti1Aties 

Until a user clicks the End Capture or Complete button after the deposit has been 
completed and all deposit completion conditions ha\18 been met. 

Open-Balanced Deposit Iscomplete and ready to be transmitted 

When 

• Clicks the End Capture or Complete button and all deposit completion conditions 
ha\18 been met 

 
Until the deposit is transmitted 

Transmitting Deposit Isbeing sent to Truist When a user clicks Transmit until it is retriewd by 
Truist 

Queue Complete Deposit retrlewd by Trulst 

When retriewd by Truist 

Until retriewd by another bank system. 

Recelwd Successfully transmitted from the recei"1ng bank applicatia, to another bank system 

Recelw Failed Unsuccessfully transmitted from the recei"1ng bank application to another bank system 
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Field Descripbon 

Open-Processing The initial deposit state When: 

.• You click Start Capture button 

.

. While deposit items are scanned 

After a user recovers from an Open- Jammed state 
When a user clicks the Add Hems button to add additional items to an Open- 
Incomplete or Open-Complete deposit 

 
Until you click to End Capture or Complete button. 

Open-Jammed An exception state 

When the scanner jams 

Until the jam is removed 

Open-Incomplete Deposit isin process When: 
• Clicking the End Capture or Complete button for a deposit that is out of balance or 

. has not met all deposit requirements 
Clicking Re-Open button for a deposit to perform additional processing acti'Aties. 

Until a user clicks the End Capture or Complete button after the deposit has been 
completed and all deposit completion conditions have been met. 

 

- a paper shredder or other reliable means of destroying processed 
checks 

• Develop internal procedures your employees must follow before 

beginning the scanning process and after deposit processing is 

completed. 

•  Please note that Truist requires you to retain the originals of scanned 

checks in a secure storage facility for a period as designated by your 

company policies. However, we recommend that you store the items no 

less than 30 calendar days. If you choose to store beyond 30 days, we 

recommend that you mark the front of the item as previously deposited. 

•  Consider developing an internal form that can be attached to batches 

processed on the same date to record the processed date and the 

destruction date for these batches. 

•  We strongly encourage implementing dual control procedures for the 

handling of processed checks from their Initial stage of placement in 

secure storage through the final stage of the destruction process as one 

of the ways to reduce risk and opportunity for fraud. 

 

 
Ensure you are 
following your 
company's guideliies 
for storage andi 
destruction of 
deposited checks. 

 
Administrationtasks 

Administratorsperfonn user and application management tasks. By default, 

the following permissions are typically assigned to an Administrator: 
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Creating Online Reports 

The Remote Deposit Capture application also allows you to 
\Aew and create online reports. This type of report allows you 

to \Aew both complete and incomplete deposits as well as the 
details of a particular deposit in HlML format. The online 
report contains different information than the reports you 
create using the controls under the Reports tab. 

 

 
To create a Deposit Summary report: 

From any page 
1. Click the Deposits tab. 

The Location Select page displays. 
2. Select the location that created the deposits you wish to 

\AeW. 

The Deposit List page displays. 
3. Click the Report View button. 

The Deposit Summary Report displays summary 
information for the listed deposits. 

4. If you want to print the report, click the Print button. 

5. Click the Close button when you have finished \Aewing 
the report to return to the Deposit List page. 

 

 
To create a Deposit Details report: 

From any page 
1. Oick the Deposits tab. The Location Select page 

displays. 

2. Select the location that created the deposit you wish to 

\Aew. The Deposit List page displays. 

3.  Click the Edit icon for the deposit you wish to report on. 

The Deposit Item List page displays. 

4.  Click the Report View button. The Deposit Items Detail 

Report displays summary information and detailed item 

information for the selected deposit. 

5. Click the Close button when you haw finished \Aewing 

the report. 

 

 
The Remote Deposit Capture applications includes an item 
research feature that lets you create and submit an item 
research query using a series of search filters to find deposit 
items stored in the Remote Deposit Capture database. In 
order to access the item research capability of the Remote 
Deposit Capture application, your role must include the 
proper permission. Report exampes are located in 
Appendix: A. 
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Researching an Item 

The Item Research page presents multiple search filter 
options. While some of the criteria, like dates, haw a wry 
wide range, you must remember that you can only find items 
that are currently stored in the Remote Deposit Capture 
database. Items and their images remain in the Remote 
Deposit capture database for 90 rolling calendar days. 

 

 
To research an item: From any page 

1. Click the Research tab. 

The Item Research - Query page displays. 

2.  Select your search criteria filters from the drop-down 

menus. A maximum offiw filters may be used. Many of 

the filters, once selected, require additional input or 

selections. 

3. Click the Search button. 

Note: By default query results are limited to 100 items. 
4. Re\1ew your research results or refine your search query 

further, noting the following: 

•  To refine your search query further, select additional (or 

different) search criteria and values, then click the 

Search button again. 

• To see the front image for a specific item, click the item 

in the results list. 

• To see the deposit associated with a specific item, cfick 

the \1ew icon. 

• To saw the results of your query, click the Select All 

button or select specific items from the results, then 

click the Add to Stored Results button. See Storing 

Your Research Results (for more information. 

•  To generate a report on your research results, select 

the report type you wish to create and whether you 

want to include images in the generated report (only 

docx, rtfand pdfreports can include images), then click 

the Create Report button. See Creating an Item 

Research Report for more information. 

• To delete the current research results, click the Clear 

List button. 

 

 
Search results. You can store all results or select specific 
items from your results to store. Once stored, you can 
construct and submit additional queries and continue adding 
additional items to your stored results. By selecting specific 
items from query results and adding them to a stored results 
list, you can build a list of items from multiple queries and 
report on those stored items. Note: All stored research 

results are deleted at logout or time-out 

 

 
To store research results: 

1. Complete your item research query. 
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2. Select the items you want to store from your current query 

results: 

• Click the Select All button for all items 

OR 
• Click the check box for the items that you want to 

display. 

3. Click the Add to Stored Results button. 

The selected items are added to you stored results. 

4. To access your stored results, click the Go to Stored 

Results link. The Item Research - Stored Results page 

displays. 

5. Re\1ew your stored results, noting the following: 

To create a report containing all your stored results, 
select the report type you wish to create and whether you 
want to include images in the generated report, then click 
the Create Report button. 

6. To return to the Item Research - Query page, click the Go 

to Query link. Continue constructing and submitting 

additional queries and adding more items to your stored 

results to suit your research needs. 

 

 
Creating an Item Research Report 

Once you have completed an item research query, you can 
create a formatted report of your research results from either 
the Item Research-Query page or, if you stored research 
results, from the Item Research - Stored Results page. 

Note: Generated reports contain item information for ALL 

items in the query results or stored results lists. Selecti'l! 
specific items from either list before creating the report does 
not change the report contents. 

 

 
To create a report based on your Item research results: 

1. Complete your item research query (or access your 

stored results). 

2. Select a Report Type in the drop-down menu. Options 

are: csv, pdf, rtf, and xis. 

3.  If you want to include images in the report, select the 

image type from the Images dropdown menu. 

Note: Limit the inclusion of images to smaller reports as 
they add to the system load and increase the report page 
count significantly. 

4. Click the Create Report button. 

5. Click the Save button. 

Open the saved report. The report contains item details for 
each item in your research query or stored results list and, if 
specified for inclusion in the report, the front and back 
images of each item. 
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AppendixA: Reports 

 

Deposit Summary - Sample Report 

The Deposit Summary Report pro'Ades a summary of deposits by the processing 
date and allows you to filter information using from date, to date, account 
number(s) and export formats. 

 
 
 

 

, 
 

 
 
 
 
 

 

 
 

 
Deposit Details by Deposit Number- Sample Report 

The Deposit Details by Deposit Number Report pro\4des detailed information about 
the simple deposit processing acti\4ties for a selected deposit number or 
consecutive range of deposit numbers for a selected customer's accounts (or for all 
customers' accounts). For each account, the report summarizes the total number 
of deposits subnitted to the account, tre total dollar value of the submitted 
deposits, and the total number of items deposited. For each deposit, thereport 
pro\4des detailed information about each item within the deposit 
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Summary of Remittances by Deposit Number- Sample Report 

The Summary of Remittances by Account prmAdes detailed infonnation about the 
remittance deposit processing activities for a selected deposit number or 
consecutiw range of deposit numbers for a selected customer's accounts (or for all 
customers' accounts).For each account, the report summarizes the totalnumber of 
deposits submitted to the account, the total value of the deposits, and the total 
number of checks and payment coupons deposited. For each deposit, the report 
pro-..des detailed infonnation about each item within the deposit 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Exception Item Export - Sample Report 

The Exception Item Export Report lists all deposit items processed during the 
selected processing period that were flagged with an error during Rules application 
processing (specifically, all deposit items with a non-0 value in the recostatecode 
column of the pcwitem table of the Capture database), including CAR/I.AR, MICR, 
Image Quality Assessment, and duplicate detection processing errors. 
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Detailed Item Export-Sample Report 

 

 
The Detailed Item Export prm.;des detailed information about 
all items processed by a selected custaner's locations owr a 
specified processing period. 
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For more information 

 
If you have any questions, contact your Treasury Consultant. For assistance 

with Remote Deposit Captuie, please contact Trulst Treasury Solutions Client 

SupportatS00-77 179, or youcan email 

TreaisuryCUentServlces@truist.com.For more information about Remote 

Deposit Capture, please visit the RDC Treasury Resource Center. 
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DISCLAIMER OF LIABILITY FOR IMPROPER PURCHASING 
 

THE CITY DISCLAIMS ANY AND ALL RESPONSIBILITY AND LIABILITY FOR ANY 

PURCHASE, EXPENDITURE, PROMISE OR AGREEMENT FOR EXPENDITURE 

ARISING FROM ANY PROCUREMENT MADE IN ITS NAME OR IN THE NAME OF 

ANY AGENCY, AUTHORITY, COMMISSION, OR OTHER GOVERNMENTAL BODY 

UNDER ITS AUTHORITY, BY AN UNAUTHORIZED PERSON OR ANY PERSON 

ACTING IN VIOLATION OF THIS PURCHASING POLICY OR OUTSIDE OF THE 

AUTHORIZATION OR DELEGATION AS PROVIDED BY THIS POLICY. THE 

EXPENSE OF ANY SUCH TRANSACTION SHALL BECOME THE PERSONAL 

LIABILITY OF THE INDIVIDUAL AT FAULT UNLESS OTHERWISE RATIFIED OR 

EXEMPTED BY MAYOR AND COUNCIL. 
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ARTICLE I 

 

GENERAL PROVISIONS 

 

1.1. Purpose and Objective 

 

1.1.1 The purpose of this Purchasing Policy (“Policy”) is to state the City of Forest Park’s (the “City”) 

position regarding the responsibility and authority for the acquisition and contracting for Goods, 

Services, Professional Services, Real Estate, and Capital Assets. This Policy will clarify purchasing 

functions and policies, will help maintain a high ethical standard for all officers and employees of 

the City, as well as describe departmental relationships, responsibilities and participation in the 

procurement cycle. Moreover, this Policy will provide control functions, assure proper record 

keeping and confirm purchases in writing to allow the City to meet the following goals: 

 

(a) Ensure that tax dollars are spent in the most economical way; 

 

(b) Maintain at all times and under all conditions a continuous supply of Goods and 

Services necessary for the operation of the City;  

 

(c) Encourage and promote fair and equal opportunity for all persons doing, or seeking to 

do, business with the City;  

 

(d) Safeguard the quality and integrity of the City's procurement process; 

 

(e) Ensure compliance with laws and regulations pertaining to procurement; 

 

(f) Manage procurement and inventories of purchased Goods to meet the use requirements 

of City departments at the most advantageous cost to the City; 

 

(g) Administer procurement contracts and contract amendments; and 

 

(h) Properly dispose of all material and equipment declared to be surplus or obsolete.  

 

In addition, this Policy is to set a standard of environmentally preferable procurement and 

demonstrate the City’s commitment to environmental, economic, and social stewardship. The City 

has a unique opportunity to further expand its leadership in the area of environmentally preferable 

purchasing, and through its actions, elicit changes in the marketplace.  By further incorporating 

environmental considerations into public purchasing, the City will positively impact human health 

and the environment, remove unnecessary hazards from its operations, reduce costs and liabilities, 

and improve the environmental quality of the region.  This Policy will guide the City’s efforts in 

procuring environmentally preferable Goods and Services. The philosophy behind this Policy is to 

obtain the best value in terms of quality, service and price when expending public funds, to foster 

effective, fair, and broad-based competition for public procurement within the free enterprise 
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system and provide safeguards for the maintenance of quality, integrity, and equity in the purchase 

and disposition of city property.  

 

1.1.2 Application of Federal and State Law. It is intended this Policy shall conform to all applicable 

provisions of the laws of the United States and of the State of Georgia, and the provisions hereof 

shall be so construed wherever possible. In the event any portion of this Policy shall be declared 

invalid for its failure to conform to state or federal law, such invalidity shall not affect the remaining 

portions hereof. Notwithstanding any other provision of this Policy, the City may enter into any 

contract, follow any procedure, or take any action that is otherwise at variance with this Policy if 

necessary or convenient to receiving funds from the government of the United States or the State 

of Georgia. 

 

1.1.3 Public Access to Procurement Information. Interested Persons shall have access to information 

regarding procurement transactions of the City in accordance with this Policy and the Georgia 

Open Records Act.  

 

1.2. Scope of Policy 

 

1.2.1  This Policy and the award of bid provisions herein are solely for the fiscal responsibility and benefit 

of the City and confer no rights, duties, or entitlements to any Vendor, Bidder, or Proposer. The 

scope of this Policy shall govern all acquisitions and dispositions by the City of commodities, 

equipment and services and all related contracts and agreements including those that may generate 

revenue.  This Policy does not apply to the acquisition or disposition of commodities, equipment 

and services obtained or contracted for the Downtown Development Authority, Urban 

Development Agency, or the Development Authority. This Policy supersedes and repeals all 

previously existing policies to the extent they are inconsistent with the provisions herein. The 

Policy covers all contractual and purchase agreements between the City and another Person. The 

procurement function includes the initial agreement/purchase, changes and/or re-negotiations.  This 

Policy establishes the specific responsibility and authority of the procurement of goods and 

services. 

 

1.2.2      As part of the audit process, the internal controls and accounting processes outsourced to municipal 

services, Vendors will be evaluated, and a measure of assurance given as a requirement of 

completion of the City’s annual audit. The staff of outsourced municipal services Vendors assigned 

to work at City offices and perform purchasing activities on behalf of the City is not exempt from 

this Policy. Furthermore, unless due to the lack of competitive options, the City will not typically 

procure Goods and Services from outsourced municipal services Vendors not expressly stated in 

their contract to provide municipal services or which do not have a direct impact on the Vendor’s 

ability to provide those contracted services.   

 

1.2.3   Procurement Exemptions. The provisions of this policy do not apply to procurements for the 

following; however, the City Manager, in his/her sole discretion, may opt to utilize the purchasing 

procedures outlined herein for such supplies and services where appropriate: 
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(a) Public works construction contracts to the extent governed by O.C.G.A. §36-91-1 et seq.; 

 

(b) Services and construction whose procurement falls under a conflicting federal or Georgia 

statute or regulation, to include Contracts involving federal funding, except as provided 

in Article VIII; 

 

(c) The normal establishment and collection of taxes, fees, and other revenues that fund the 

normal City functions; 

 

(d) Printed copyright material including published books, maps, periodicals, and technical 

pamphlets (not including software for computer systems), except where a greater savings 

can be realized by a quantity purchase;  

 

(e) Works of art for public places, or other creative/artistic endeavors that require a particular 

and demonstrated skill or talent to include, but not limited to, artists, musicians, and 

writers; 

 

(f) Antiques and other unique assets of historical value, including restoration of these items; 

 

(g) Real Property, including but not limited to transactions governed by O.C.G.A. § 36-37-1 

et seq., real estate brokerage and appraising, abstract of titles for real property, title 

insurance for real property, and other related costs of disposition and/or acquisition of real 

property, except as provided in Article VII (Real Estate Acquisitions); 

 

(h) Employee Benefits and health related services procured through a quotation and 

negotiating process conducted by qualified experts in the field, or to maintain continuity 

of employee-health records; 

 

(i) Travel, entertainment, conferences, training, advisory consulting and related activities, 

speakers, instructors, facilitators, and meeting expenses, or other expenditures covered by 

a different City policy; 

 

(j) Subscriptions, dues, memberships, and board member fees that are established during the 

budget process; 

 

(k) Insurance procured through a negotiating process; 

 

(l) Legal services, litigation, experts and materials, investigators, and services required for 

confidential employment related investigations and legal expenses; 

 

(m) Items or services procured for resale or to generate a revenue; 
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(n) Advertisements including, but not limited to, bid/proposal solicitations and legal 

advertisements placed by boards that are required by law to publicly advertise their 

meetings or actions in the legal organ of the City; 

 

(o) Financial Instruments: Professional services and instruments/products related to the City’s 

financial well-being, including but not limited to the following areas: marketing of bonds 

and other forms of debt or debt management, investments, banking, assets, and pension 

assets;  

 

(p) Services provided directly to individual citizens, elected officials and employees 

including reimbursements and other miscellaneous payments;  

 

(q) Utilities, where there is no reasonable basis for competitive procurement, for example 

electric power, water, and sewerage; 

 

(r) Seized Property included in a court order authorizing disposal; 

 

(s) Grant awards or agreements that require certain firms or individuals to perform the work; 

 

(t) Marketing of bonds and other forms of debt or debt management products, including but 

not limited to interest rate management agreements; 

 

(u) Materials or services required for confidential and secure investigations, apprehensions 

and detentions of individuals suspected of or convicted of criminal offenses by law 

enforcement personnel; and 

 

(v) Purchases made from or disposition to other federal, state, and local governments, 

associations, public universities/colleges, and non-profit organizations when determined 

by the City Manager to be in the best interest of the City. 

 

1.3. Definitions 

 

1.3.1  In this Policy unless the text requires otherwise (1) words in the singular number include the plural, 

and those in the plural include the singular; (2) words of a particular gender include any gender and 

the neuter, and when the sense so indicates, words of the neuter gender may refer to any gender; 

(3) the term “may” shall be permissive and not mandatory; (4) the term “shall” shall be mandatory 

and not permissive; and (5) the terms which are not specifically defined herein shall have their 

usual and customary meanings.  

 

1.3.2  When used in this policy, the following words, terms and phrases, and their derivations, shall have 

the meaning ascribed to them in this Article, except where the context clearly indicates a different 

meaning:  
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(a) Acquiring Office means the department, division, board, authority, or other unit of City 

government under whose authority, on whose behalf, or for whose use a commodity, 

service, or real property is requested or acquired or a contract or agreement relating thereto 

is obtained.  

 

(b) Acquisition means a transaction in which the City purchases, orders, contracts for, or 

otherwise agrees to obtain any commodity, or service, or combination thereof. 

 

(c) Addendum means a change, clarification, supplement, or correction in the Solicitation 

Documents, prior to the award of a Contract. 

 

(d) Amendment means an agreed upon change order, addition to, deletion from, correction, 

or modification of a Contract including a Contract Extension or a Contract Renewal.  

 

(e) Bid / Proposal Bond means a form of bid security executed by the Bidder (or Proposer) 

as principal any be a Surety, to guarantee that the Bidder (or Proposer will enter into a 

Contract within the time specified in the Request for Bid or Request for Proposals, and 

will furnish the necessary bonds and insurance, and meet any other requirements of those 

documents. 

 

(f) Bidder means a person or entity submitting a Bid or Quote to the City for the supply of 

Goods or Services. 

 

(g) Business means any corporation, partnership, individual, sole proprietorship, joint stock 

company, joint venture, or any other private legal entity. 

 

(h) Capital Asset is an item of personal property having a normal life expectancy of three (3) 

calendar years or more other than components. 

 

(i) Change Order means a written order that alerts any term or provision of a two (2) party 

contract or purchase order, including but not limited to revisions that change the scope of 

work to be furnished, the product to be purchased, the price of the purchase, and/or the 

length of the term of the Contract or purchase order.  

 

(j) City means the City of Forest Park, Georgia and, as the context warrants, those persons or 

bodies authorized to act on its behalf, including, but not limited to, the City Council, 

committees, boards, and staff. 

 

(k) City Ethics Policy means Chapter 2 (“Administration”), Article X (“Ethics”) of the City’s 

Code of Ordinances. 

 

(l) City Finance Director or Finance Director means the City Accountant as described in 

the City Charter, his/her agent, or the department head of the City Finance Department, if 

such a department is in existence. 
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(m) Commodity means a discrete and distinct item of tangible personal property, including, 

without limitation, any such item which is intended to become an integrated part of 

another item of tangible personal property or of any improvement to real property. 

 

(n) Competitive Award means a procurement based upon the outcome of one of the 

competitive processes set forth in this Policy, where award is made based on the lowest 

quotation or Bid submitted by a responsible and responsive Bidder or to the most qualified 

or advantageous Proposer based on the qualitative and/or quantitative factors identified 

for the procurement.  A Competitive Award can be made even if only a single bid or 

proposal has been received from a Bidder or Proposer who is determined to be responsible 

and responsive. 

 

(o) Confidential Information means any information which is available to a City employee 

only because of the employee’s status as an employee of the city and is not a matter of 

public knowledge or available to the public on request pursuant to the Georgia Open 

Records Act.  

 

(p) Construction means the process of building, altering, improving, or demolishing any 

public structure or building, or other public improvements of any kind to any public real 

property including the provision of materials, therefore. The term “Construction” does not 

include the routine operation, repair and/or maintenance of existing structures, buildings 

or real property. 

 

(q) Construction Services means services rendered by an independent and licensed 

Contractor having expertise in Construction. 

 

(r) Consultant means a person who has expertise because of education and/or experience that 

qualifies him/her to provide specialized services.  

 

(s) Contract means all types of City agreements for the purchase or disposal of Goods, Real 

Estate or Capital Assets, and the procurement of Services, Professional Services or 

Construction Services regardless of what they may be called, including contracts for a 

fixed price, cost plus a fixed fee, incentive contracts, and contracts providing for the 

issuance of job or task orders, leases, letter contracts and purchase orders. Contracts also 

include Amendments, modifications, and supplemental agreements with respect to any of 

the foregoing. 

 

(t) Contract Extension means an Amendment to a Contract that includes an increase in the 

term of a Contract, for which no options to renew the Contract beyond the current 

expiration date exist. 

 

(u) Contract Renewal means an exercise of an approved, existing option to increase the term 

of a Contract. Options to renew a Contract are often done in annual increments. 
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(v) Contractor means any person who contracts to provide Commodities/Services to the City.  

 

(w) Cooperative Purchase means a group of public entity purchasers organized for the 

purpose of creating Contracts or pricing agreements in order to take advantage of group 

or quantity buying discounts or special pricing from which members can benefit. 

 

(x) Department Director means the director of the user department requesting the acquisition 

or disposition.  

 

(y) Employee means an individual drawing a salary or wage from the City on a full-time or 

part-time basis. The term shall encompass all members of the City Council without regard 

to such individuals are compensated. For purposes of this Purchasing Policy the term 

“employee” shall any Vendor or any employee of such Vendor who has a Contract with 

the City to provide administrative and department services contemplated in Section 2.12 

of the Charter of the City. 

 

(z) Emergency Procurement means any procurement of Goods, Capital Assets, Services or 

Professional Services in the context of an Emergency. 

 

(aa) Emergency means a situation that occurs suddenly and unexpectedly and demands 

immediate action to prevent delays which may vitally affect the health, safety or welfare 

of the public or City Employees and affects the continuation of services to the citizens, 

and/or serious loss or injury to the City. Emergency shall also mean a condition, 

malfunction, or occurrence in which the immediate procurement of an item (i.e. Good, 

Services, or Professional Service) is essential to comply with regulatory requirements. 

 

(bb) Environmentally Preferable Goods and Services means Goods and Services that have a 

lesser or reduced negative effect on human health and the environment when compared 

with competitive Goods and Services that serve the same purpose.   

 

(cc) Georgia Procurement Registry means the State of Georgia’s central bid registry 

established by the Department of Administrative Services, which provides a public listing 

of solicitations posted by state entities and local governments. 

 

(dd) Gifts, Gratuity, or Favors means a payment, loan, subscription, advance, deposit of 

money, service or anything of any service or Value, present or promised.  

 

(ee) Goods means supplies, apparatus, materials, equipment and other forms of tangible 

personal property used by a City department in the accomplishment of its responsibilities 

other than Capital Assets.  

 

(ff) Governing Authority means the Mayor and City Council of the City of Forest Park, 

Georgia or its designee(s).  
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(gg) Immediate Family means a spouse, children, parents, brothers and sisters, mother-in-law 

and father-in-law.  

 

(hh) Late Bid / Proposal means a Bid or Proposal received after the time or date such Bid or 

Proposal was due, as stated in the Solicitation Documents. 

 

(ii) Life Cycle Cost Assessment means the comprehensive accounting of the total cost of 

ownership, including initial costs, energy and operational costs, longevity and efficacy of 

service and disposal costs. 

 

(jj) Multiple Award Contract means a Contract based upon one solicitation awarded to two 

(2) or more Vendors to supply Goods or Services.  

 

(kk) Official means any City elected or appointed person who holds office or any person 

appointed by the mayor and council of the City to serve on (1) the planning commission 

of the City, (2) any board or commission of the City having quasi-judicial authority; and, 

(3) any authority created by the City, either individually or jointly with other local 

governments pursuant to Georgia law. 

 

(ll) Ordinance means related Administration Ordinance in Chapter 2 of the City’s Municipal 

Code. 

 

(mm) Payment Terms means the established due date for payments by the City to pay an invoice. 

Absent any agreement otherwise stated, the City’s payment term will be Net 30. 

 

(nn) Performance Bond means a bond provided by a contractor/supplier in which a surety 

guarantees to the City that the Goods or Capital Assets are delivered, or the Services or 

Construction Services are performed in accordance with the Contract documents.  A letter 

of credit issued by a financial institution that meets the City’s requirements may, at the 

reasonable discretion of the City, be substituted for the performance bond. 

 

(oo) Periodic Term Contract means a Contract in which a source of supply is established for 

a specified period of time for specified Supplies or Services and usually characterized by 

an estimated or definite minimum quantity, with the possibility of additional requirements 

beyond the minimum, all at a predetermined unit price.  

 

(pp) Person means any business, entity, company, firm, individual, union, committee, club, or 

other organization or group of individuals.  

 

(qq) Practicable means satisfactory and within reason when considering price, performance, 

availability, compatibility with specified operation, and public safety. 

 

(rr) Pre-qualification means the part of a competitive procurement process in which the City 

determines, based on standards developed for a specified product or service, which 

Page 227

Item #9.



 

Page 13 of 59 

 

interested Vendors meet those standards and are eligible for further consideration in the 

purchasing process. 

 

(ss) Professional Services means services rendered by an independent contracting individual 

or firm having expertise in a particular industry or subject matter due to specialized 

education, training, licensure or skill, and consisting primarily of advice reports, 

conclusions, recommendations or other outputs resulting from the time and effort of the 

service provider, as opposed to the acquisition of specific commodities, or of services not 

requiring any specialized education, licensing, training or skill (e.g. janitorial services). 

Professional Services include, but are not limited to, evaluations, consultations, 

management systems, management consulting, compiling statistical data, support of 

planning and operating activities, appraisal services, and research and development 

studies or reports. 

 

(tt) Proposal means submission of information from a proposer (including a consultant) 

which states how that proposer intends to fulfill the specifications and other requirements 

described in a Request for Proposal.  

 

(uu) Proposer means a Person submitting a proposal or qualifications to the City for the supply 

of Goods, Capital Assets, Commodities, Real Estate, Construction Services, Services, or 

Professional Services. 

 

(vv) Purchase Order means a written sales contract approved and issued by the Procurement 

manager or designee and accepted by the Vendor to obtain Goods, Commodities, Capital 

Assets, and Services detailing the exact products and/or services to be rendered including 

such information as prices, descriptions, payment terms, quantities, date of performance, 

shipping, and all other conditions and obligations. A Purchase Order is a contract but does 

not need approval from the City’s Legal Attorney. 

 

(ww) Purchasing means the process of securing real estate, capital assets, materials, services, 

repairs, leases and rentals necessary for the operation and support of the City.  The 

renewal, renegotiations and changes to Contracts, leases and agreements are functions of 

purchasing. 

 

(xx) Quote means all documents utilized for soliciting quotations for Goods, Services, or 

Professional Services, in which award is made on the lowest responsive and responsible 

quotation and in which the type or cost of the procurement does not require a more formal 

Bid/Proposal process.  

 

(yy) Real Estate means land and any improvements and appurtenances thereto. 

 

(zz) Real Estate Acquisition means the acquisition of a fee interest, estate for years or usufruct 

in Real Estate by purchase or lease.  
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(aaa) Request for Bid (RFB) means all documents utilized for soliciting bids, including those 

attached or incorporated by reference. These include the scope of work and all contractual 

terms and conditions applicable to the procurement. Bids are requested when requirements 

are clearly defined, price is the major determining factor for award, and a formal sealed 

submittal is required.  

 

(bbb) Request for Proposals (RFP) means all documents utilized for soliciting proposals / bids 

for Goods, Capital Assets, or Services, including those attached or incorporated by 

reference.  These include a scope of work and all contractual terms and conditions 

applicable to the procurement.  This method is used when factors in addition to price are 

considered for award. 

 

(ccc) Request for Qualifications (RFQ) means all documents utilized for soliciting Vendor 

qualifications for Goods, Services, Capital Assets, Construction Services, or Professional 

Services. A qualified Vendors list is determined by the City and only the qualified Vendors 

from the RFQ list shall be able to submit a response to the formal RFP solicitation.  

 

(ddd) Requisition means an internal document, provided by a department to the Procurement 

manager that contains the fund source, approvals, descriptions, quantities and other 

information about the Goods, Capital Assets, Real Estate, Services, Construction Services 

or Professional Services in order to proceed with the procurement.  The Requisition 

becomes valid when properly completed and approved. 

 

(eee) Responsible Bidder or Responsible Proposer means a Person, who, in the exclusive 

judgment of the City, has submitted a bid or proposal that conforms in all material respects 

to the Solicitation Documents. 

 

(fff) Services mean any performance of effort or labor, for which the City has contracted other 

than Professional Services or Construction Services. Services include, but are not limited 

to, janitorial, landscaping, and street striping. 

 

(ggg) Single Source Procurement means identifying and using, without first completing a 

competitive process, one source for Goods, Capital Assets, Real Estate, Services, 

Professional Services or Construction Services among others in a competitive 

marketplace, which, for justifiable reasons, is found to be most advantageous for the 

purpose of fulfilling a given Purchasing need of the City. 

 

(hhh) Sole Source Procurement means identifying and using, without first completing a 

competitive process, one source for Goods, Capital Assets, Real Estate, Services, 

Professional Services or Construction Services when that source is the only one available 

that can fulfill a given Purchasing need of the City. 

 

(iii) Solicitation Documents means RFPs, Bids, RFQs, Quotes, or an invitation to negotiate 

including all of the associated forms and documents of each solicitation, or any other types 

Page 229

Item #9.



 

Page 15 of 59 

 

of documents used by the City to procure Goods, Commodities, Services, Capital Assets, 

Real Estate, Construction Services, or Professional Services. 

 

(jjj) Supplies means all property, including but not limited to equipment, materials, printing, 

insurance, and leases of real property, excluding land.  

 

(kkk) Surety means an organization who, for consideration, promises in writing to make good 

the debt or default of another organization.  The Surety must be satisfactory to the City 

and licensed to do business in Georgia. 

 

(lll) Unit of Government means the Government of the United States or any department, 

agency, or division thereof, the State of Georgia or any department, agency, political 

subdivision, municipal corporation, or authority thereof.  

 

(mmm) User Department (UD) means the department which has the authority and responsibility 

for determining the need for an item or service, its related specifications, and need date.  

The UD is responsible for funding the need and advising Purchasing of the approved 

funding and the specific budget account number.  The UD is responsible for authorizing 

the purchases of all materials, services, repairs, leases and rentals in which the negotiated 

price exceeds the approved funding. 

 

(nnn) Vendor means a Person currently supplying or in the business of supplying Goods, 

Commodities, Capital Assets, Real Estate, Construction Services, or Professional 

Services.  

 

ARTICLE II 

 

ETHICS IN PROCUREMENT 

 

2.1  Standard  

2.1.1  Every person, business, or entity involved in the procurement process must adhere to a high standard 

of ethics. Each will be bound by the City Code of Ethics and this Article II. Whenever this Article 

II conflicts with the City Code of Ethics, the City Code of Ethics shall control. It is the City’s policy 

to seek the best overall value when procuring Goods and Services. Toward this end, the City finds 

and declares that its objectives will be achieved through an open, transparent, and competitive 

process with a broad range of responsible Vendors wishing to furnish Goods, Commodities, and 

Services to the City. The City declares that City Employees and Officials along with all potential 

Vendors have the shared responsibility for avoiding biased, anticompetitive or unethical practices 

when such receipt has the potential to influence a procurement decision or to gain undue advantage 

in a procurement competition. 

2.1.2   The City’s Ethics Code and Charter should be consulted for requirements related to lobbying and 

representation of business interests that come before the City Officials for decision.  
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2.1.3  The Procurement manager and all City Employees whose duties involve the purchase or sale of 

Goods/Services, or the preparation of specifications for the purchase of Goods/Services for the 

City, or deciding which goods shall be declared surplus are expressly prohibited from seeking, 

requesting, or receiving any material payment, gift, job offer, security, promise of future benefit, or 

any other tangible or intangible thing of value, directly or indirectly, from any Person or Business 

seeking to do business with or contract with the City or has contracted with the City within the 

preceding twelve (12) calendar months, or to which any Contract is awarded, or to whom any 

surplus Goods/Commodities may be sold. The Procurement manager is charged with establishing 

methods for ongoing monitoring for non-compliance with these principles.  

2.2  Conflict of Interest 

2.2.1 It shall be unethical for any City Employee or Official to transact any business or participate directly 

or indirectly in a procurement Contract when the Employee or Official knows that:  

(a) The Employee or Official  or immediate family of such Employee or Official has a 

substantial interest pertaining to the procurement Contract, except that the purchase of 

Goods and Services from businesses which a member of the City Council or other City 

Employee has a substantial interest is authorized as per O.C.G.A. § 36-1-14, or the 

procurement Contract is awarded pursuant to O.C.G.A. § 45-10-22 and § 45-10-24, or the 

transaction is excepted from said restrictions by O.C.G.A. § 45-10-25, interpreting such 

statutes as if they were applicable to a municipality. 

 

(b) Any other person, business or organization with whom the Employee, Official or 

immediate family of such Employee or Official is negotiating or has an arrangement 

concerning prospective employment is involved in the procurement Contract.  

 

(c) An Employee, Official or any immediate family of such Employee or Official who holds 

a substantial interest in a disclosed blind trust shall not be deemed to have a conflict of 

interest with regard to matters pertaining to that substantial interest. 

 

(d) All Employees and Officials will be asked to sign a disclosure document indicating his or 

her compliance with the City Ethics Policy. 

 

(e) The terms “immediate family” and “substantial interest” shall have the meaning given to 

such terms in the City Code of Ethics. 

 

2.3 Gratuities, Rebates, or Kickbacks 

2.3.1 City Employees/Officials. It shall be unethical for any City Employee or Official to directly or 

indirectly solicit, demand, receive, accept, or agree to receive any gratuity, reward, offer of 

employment services, or thing of value from any person, business, or entity in connection with any 

award, decision, approval, disapproval, recommendation or preparation of any part of a program 

requirement or a purchase request, influencing the content of any specification or procurement 

standard, rendering of advice, investigation, auditing or in any other advisory capacity in any 

proceeding or application, request for ruling, determination, claim or controversy, or other 

particular matter, pertaining to any program requirement or a Contract or subcontract, or to any 

solicitation or proposal. 
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2.3.2 Potential Vendors. It shall further be unethical for any person, business, or entity to offer, give, or 

agree to give or offer to give any Employee or Official any gratuity, reward, offer of employment, 

services, or thing of value with the purpose of influencing any award, decision, approval, 

disapproval, recommendation or preparation of any part of a program requirement or a purchase 

request, influencing the content of any specification or procurement standard, rendering of advice, 

investigation, auditing or in any other advisory capacity in any proceeding or application, request 

for ruling, determination, claim or controversy, or other particular matter, pertaining to any program 

requirement or a Contract or subcontract, or to any solicitation or proposal.   

2.3.3 A “thing of value” shall not include: 

(a) Any gift with a value less than one hundred dollars ($100.00); 

 

(b) Food or beverage consumed at a single meal or event; 

 

(c) An award, plaque, certificate, memento, or similar item given in recognition of the 

recipient's civic, charitable, political, professional, or public service; 

 

(d) Promotional items generally distributed to the general public or to public officers;  

 

(e) Rebates normally or routinely offered to customers in the ordinary course of business of 

such person, business or entity for the purchase of their Goods and Services are acceptable 

and are the property of the City; and 

 

(f) Educational events, materials, and meals as described in subparagraph (ii). 

 

2.3.4 Educational Events. Nothing in this Article shall preclude a City Employee or Official from 

attending seminars, courses, lectures, briefings, or similar functions at any person, business, or 

entity’s facility or at any other place if any such seminar, course, lecture, briefing, or similar 

function is for the purpose of furnishing the Official, Employee, or Agent with knowledge and 

information relative to the person, business, or entity’s products or services and is one which the 

City Manager determines would be of benefit to the City. In connection with any such seminar, 

course, lecture, briefing, or similar function, nothing shall preclude the Employee or Official from 

receiving meals or educational materials and business-related items of not more than nominal value 

from a person, business, or entity. However, no Employee or Official shall accept or receive free 

travel or lodging for less than the value thereof from a person, business, or entity. 

 

2.3.5 Kickbacks and Rebates. It shall be unethical for any payment, gratuity, or offer of employment to 

be made by or on behalf of a subcontractor under a Contract to the prime contractor or higher tier 

subcontractor, or any person associated therewith, as an inducement for the award of a subcontract 

or order. 

 

2.3.6 Contract Clause. The prohibition against gratuities, rebates and kickbacks prescribed in this Article 

shall be referenced in every Contract and Solicitation. 
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2.4 Prohibition Against Contingent Fees 

2.4.1 It shall be unethical for any Person to be retained, or to retain a Person, to solicit or secure a Contract 

upon any agreement or understanding for a contingent fee, except for agreements with 

manufacturer representatives, or agents, including, but not limited to, commercial services sales 

agents engaged in the business of soliciting contracts on behalf of Vendors. A “contingent fee” as 

used in this subsection C, means any commission, percentage, brokerage, or other fee that is 

contingent upon the success that a Person has in securing a city Contract. 

2.5 Use of Confidential Information 

2.5.1 It shall be unethical for any Employee or Official to knowingly disclose or use confidential 

information for actual or anticipated personal gain, or for the actual or anticipated personal gain of 

any other person. 

 

2.6 Unauthorized Purchases 

 

2.6.1 No purchases of Goods and Services shall be made in the name of the City or one of its departments, 

except such as is required for official use by the City or one of its departments.  Purchases in the 

name of the City or a department for personal use by an individual or for other than official use are 

prohibited, and no City funds will be expended or advanced, therefore. 

 

2.7 Penalties and Sanctions 

 

2.7.1 Legal or disciplinary action by City Council. The City Council may take appropriate legal and/or 

disciplinary actions pursuant to the City Code of Ethics against any Employee, Official or other 

Person in violation of these ethical standards. 

 

2.7.2 Legal or disciplinary action by City Manager. The City Manager is authorized to take any 

appropriate legal and/or disciplinary actions, including dismissal, of any Employee violating this 

Policy. 

 

2.7.3 Administrative penalties for Employees. The City Manager may impose any one or more of the 

following penalties or sanctions on an Employee for violations of the ethical standards in this 

Article as appropriate to the situation, subject to the Personnel Manual or other appropriate appeals 

procedures:  

 

(a) Oral or written warning or reprimands. 

 

(b) Suspensions with or without pay for specified periods of time. 

 

(c) Termination of employment. 
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2.8 Vendor Contact During Open Solicitations 

2.8.1    Persons seeking an award of a City contract may not initiate or continue any verbal or written 

communications regarding a solicitation with any Official, Employee or other City representative 

other than the Procurement manager named in the solicitation between the date of the issuance of 

the solicitation and the date of the final contract award.  The City Manager or designee will review 

violations.  If determined that such communication has compromised the competitive process, the 

offer submitted by the individual, firm or business may be disqualified from consideration for 

award. 

ARTICLE III 

PROCUREMENT MANAGER 

3.1 General 

3.1.1 The City Council appoints the City Manager, or such other Employee designated by the City 

Manager, to serve as the Procurement manager for the City, until such time an independent third 

party is appointed and contracted by the City Council to serve as the Procurement manager under 

the direction and control of the City Manager.  

3.1.2 The purchasing office of the City’s Finance Department shall serve the City by obtaining required 

Commodities and Services in accordance with the laws of the State of Georgia and this Policy. The 

Procurement manager shall, except as otherwise specified herein, be responsible for the 

administration of all transactions governed by the provisions of this Policy and shall serve as the 

principal procurement manager of the City. The Procurement manager shall be subject to the 

authority and supervision of the Finance Director and/or City Manager. 

3.2 Duties and Powers of the Procurement manager 

3.2.1 Unless otherwise provided, any duties and powers of the Procurement manager may be delegated 

by him/her to subordinate purchasing City Employees. The Procurement manager shall faithfully 

discharge the following duties and powers: 

(a) Procure or oversee, cure or oversee the procurement of all goods and services needed by 

the City and advertise for solicitations for such goods and services as required by this 

Policy. Consistent with this Policy and subject to the approval of the Finance Director, the 

Procurement manager is authorized to establish, implement and enforce written 

operational procedures relating to acquisitions and dispositions subject to this Policy. Such 

procedures shall, to the extent consistent with applicable law and this Policy, be based 

upon generally accepted public purchasing principles and practices and shall become 

effective upon approval by the Finance Director. Additionally, these procedures may be 

revised, as necessary, through the same process used for their initial approval. 

 

(b) Direct efforts to procure Goods, Capital Assets, Services, Construction Services and 

Professional Services in accordance with the requirements of this Policy, the City Charter 

and City Code, and the laws of the State of Georgia. 
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(c) Arrange and negotiate the purchase or Contract for all equipment, supplies and contractual 

services for the City or any using agency; arrange and negotiate for the sale or otherwise 

dispose of all surplus equipment and supplies or real estate of the City or any using agency, 

in accordance with the requirements of this Policy, the City Charter and City Code, and 

the laws of the State of Georgia. 

 

(d) Manage and supervise purchasing support staff. 

 

(e) Control and supervise all City storerooms and warehouses. 

 

(f) Maintain and adhere to all City purchasing procedures and this Policy. 

 

(g) Recommend revisions to this Policy and related procedures to provide for compliance 

with laws related to bidding, Contracting and Purchasing as set forth in the State of 

Georgia Code and Regulations, by examining the applicable laws and developing 

procedures for bidding, Contracting and procurement processes. Revisions to this Policy 

shall be subject to the approval of City Council. 

 

(h) Plan and implement processes for the ongoing protection of the City’s interests. 

 

(i) Establish guidelines, within this Policy, governing the review of specifications for 

procurement of Goods, Capital Assets and Services based on recyclability, energy and 

water conservation, life cycle cost, and other environmental considerations. 

 

(j) Provide training on procurement policies/procedures to Employees involved in the 

procurement process and Vendor community interested in conducting business with the 

City. 

 

(k) Maintain inventory record of all materials, supplies, software, or equipment stored in city 

storerooms, warehouses, and elsewhere, including monthly reports to the Finance Director 

that include: 

 

(1) Titles of all formal solicitations and the method of source selections to be 

used.  

 

(2) Contracts authorized by the City Council, the method of source selection used 

and the total dollar amount. 

 

(3) Emergency Contracts awarded pursuant to Section 1.03 of the City’s Charter. 

 

(4) Change orders or Contract modifications authorized by the City Council and 

the dollar amount and reason. 

 

(5) Amendments or change orders authorized by the Procurement manager and 

the dollar amount and reason. 
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(6) Explanation of any changes, and the costs involved, in the scope of services 

made between the time a Contract is awarded and the time that the Contract 

is authorized by the City Council. 

 

(7) Documentation of the types, quantities, and dollar amounts of 

environmentally preferable Goods (including the percentage of post-

consumer and total recovered material content) and Services purchased. The 

report shall also include dollar amounts of non-environmental or conventional 

Goods and Services, identify and discuss instances where this policy is 

waived or its requirements found impracticable, and highlight barriers to the 

procurement of environmentally preferable Goods and Services, if applicable. 

 

(l) Secure all necessary approvals of the City Manager or its designee, and the City Council 

prior to execution of a Contract or purchase agreement.  

 

(m) Determine the most advantageous method of procurement in accordance with the 

requirements of this Policy, the City Charter and Code, and the laws of Georgia. 

 

(n) Ensure that all Contracts are reviewed and approved as to form by the City Attorney, prior 

to execution on behalf of the City. A contract shall conform to state and federal law and 

to City ordinances and shall otherwise contain such provisions as are reasonably necessary 

to protect the interest of the City. The City Manager shall have the authority to sign 

contracts up to fifty thousand dollars ($50,000.00) without City Council approval. 

 

(o) Ensure City Council is notified as soon as reasonably possible of all upcoming and active 

competitive procurements. 

 

(p) Whenever possible, utilize City-generated and City Attorney-approved standard 

agreements, and consult with the City Attorney if a contracting party breaches or is 

reasonably anticipated to breach its Contract with the City.  

 

(q) Where in the best interest of the City, require Bid/Proposal Bonds, insurance, and other 

forms of protection for the City on the process of procuring Goods, Capital Assets, 

Services and Construction Services for the City. 

 

(r) Terminate solicitations for Bids for any Goods, Capital Assets, Services, Construction 

Services and Professional Services when, in the opinion of the Procurement manager and 

approval by the City Manager, it is in the City’s best interest to do so.  

 

(s) Reject any and all bids, when in the opinion of the Procurement manager and approval by 

the City Manager it is in the City’s best interest to do so. 

 

(t) Advise the Finance Director and City Manager on the status of negotiations, as well as 

Contract provisions and their impacts on the City. 

 

(u) Make recommendations on Contract approval, rejection, Amendment, and cancellation. 
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(v) Provide Contract administration and supervision of Contracts. Such tasks shall include, 

but not be limited to, monitoring Amendments, obtaining applicable insurance certificates 

and monitoring applicable progress. 

 

(w) Provide and update all forms to procure Goods, Services, and Professional Services. 

 

(x) Administer the use of City purchasing cards in compliance with the Purchasing Card 

Policy which is attached as Appendix B hereto and incorporated herein by reference. The 

use of all City issued purchasing cards shall be governed by the Purchasing Card Policy.  

 

ARTICLE IV 

THE PROCUREMENT PROCESS 

4.1 General  

4.1.1 The procurement process begins when the need to obtain goods or services is identified. All 

functions that pertain to the acquisition, including competitive procurement, contract negotiation 

and award, and all phases of contract administration are included in the procurement process. 

4.1.2 The Procurement manager shall not execute any contract for goods or services until the Finance 

Director certifies, after pre-audit, that there is to the credit of the UD, a sufficient unencumbered 

appropriation balance in excess of all unpaid obligations, to defray the amount of such contact. 

Subject to the approval of the Finance Director, the Procurement manager may issue operating rules 

to ensure compliance with this Article. 

4.2 Requisition  

4.2.1 Requisitions are necessary to initiate the procurement process. A Requisition is essentially a request 

to purchase Goods, Capital Assets, Services, Construction Services or Professional Services. See 

Appendix C for sample PR form. It lets the Procurement manager know, in detail, what the UD 

needs and whether the purchase or expenditure is authorized. In general, UDs must prepare 

Requisitions for all procurements within the scope of this Policy. 

4.2.1 The following steps shall be completed to initiate the procurement process: 

 

(a) Determine Need.  The UD is responsible for determining the need for a Good/Service and 

providing appropriate documentation and justification therefore, including a Requisition. 

 

(b) Determine Funding.  The UD is responsible for ensuring budget availability.  Specific 

budget account numbers must be on the Requisition form. 

 

(c) Determine Specifications.  The UD is responsible for determining the quantity, quality, 

dimensions, duration and all other necessary specifications essential to the determination 

of what is to be procured.  The specifications must, where applicable, conform to the 

approved City standards for identity and continuity. 
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(d) Prepare Requisition:  Requisitions shall be prepared far enough in advance that the 

Procurement manager can obtain competitive prices and the Vendor has enough time to 

make the delivery. The Requisition form must contain the following information, where 

applicable to the goods or services sought:  

 

(1) The UD’s name and contact information of the department/division and the 

Employee preparing the Requisition. 

 

(2) The Requisition Number. 

 

(3) The date the Requisition is prepared/issued. 

 

(4) The definitive delivery date or date/duration of service (lead time of at least 

one week, must be allowed). 

 

(5) A complete description and specifications of goods or services. 

 

(6) The quantity. 

 

(7) The estimated cost. 

 

(8) The delivery destination. 

 

(9) The complete budget account number. 

 

(10) All previous known purchase information, quotation, or contract.  

 

(11) All known or suggested Vendor(s). 

 

(12) Must include authorized signature (i.e., approval) from department director. 

 

(e) Routing the Requisition. After creating the Requisition number and preparing the 

Requisition form, UDs shall transmit the Requisition to the following stations: 

 

(1) The department director shall certify that the Requisition is authorized. 

 

(2) The Finance Director shall certify, by signature, that the proper account was 

listed and the availability of budgetary funds.  

 

(3) The Procurement manager shall process the Requisition through the 

appropriate procurement method and obtain all necessary approvals.  

 

(f) Acceptance of Procured Item or Service. Within twenty-four (24) hours, the UD is 

responsible for advising the Procurement manager in writing on a receiving report the 

receipt of the Goods procured and whether or not such Goods are found to be 
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unsatisfactory. All returns of Goods or Capital Assets must be initiated by the UD through 

the Procurement manager.  Additionally, all Amendments or cancellation to any 

agreements must be made by the Procurement manager. 

 

4.3 Purchase Orders and Contracts 

 

4.3.1 The Procurement manager shall issue Purchase Orders for all approved Requisitions. 

 

4.3.2 If a Contract is required or appropriate, all negotiations of agreements for Goods and Services shall 

be conducted by the Procurement manager.  It is recognized that special situations may exist where 

there is a special need for the UD to be involved in the negotiation process.  This must be in 

conjunction with the Procurement manager at all times.  The Procurement manager will make final 

recommendation for agreements. 

 

4.3.3 The Procurement manager will review the Contract for form, completeness, insurance 

considerations, legal implications, and any other items dictated by each situation. The Contract will 

then be sent to the UD and approved by the department director and returned to Purchasing.   

 

4.3.4 All Contracts not arising out of the proprietary functions of the City shall conform with O.C.G.A § 

36-60-13. 

 

4.3.5 Once a Contract is awarded by the City, the Contract may be amended, without the necessity of 

rebidding such Contract, provided the original Contract amount and the scope of the Contract is 

not substantially altered.  The Procurement manager will review all change orders.  Change orders 

will be processed to correct the account distribution, quantity, addition/deletion of line items, 

change in description and unit price.  If the quoted price of the change order is more than $2,500.00, 

or five percent (5%) of the contract amount, shall require additional Requisitions and approval from 

all necessary parties pursuant to the Purchasing Thresholds.  The Procurement manager cannot use 

the change order process to circumvent this Policy. Change orders cannot substantially change the 

scope of the Contract. 

 

4.4 Termination of Contracts 

 

4.4.1 Upon recommendation by the user department(s) and city attorney, the city manager shall have the 

authority to cancel a contract for any reason in accordance with the contract terms and conditions 

and applicable laws. 

 

 

 

 

 

 

 

 

 

Page 239

Item #9.



 

Page 25 of 59 

 

 

ARTICLE V 

 

PURCHASING THRESHOLDS 

 

5.1  Purchasing Thresholds Matrix 

 

5.1.1 Purchases may not be artificially divided as to constitute an informal purchase, thereby 

circumventing the dollar limit requirement for competitive sealed Bids/Proposals.  

 

5.1.2 The following dollar amounts and approvals apply to all City departments. 

 

 Procurement 

Method* 

Required  

Approvals** 

Amendments / 

Change Orders 

≤ $1,000.00 No competition 

-  one (1) quote, 

Requisition, and PO. 

1. Department director 

2. One-time informal 

procurement 

processed by UD.  

Increases greater than 

five percent (5%) or 

Two Thousand, Five 

Hundred Dollars and 

00/100 Cents 

($2,500.00) – 

excluding any 

contingency – require 

additional 

Requisition and 

approval from all 

necessary parties.  

$1,000.01 - 

$4,999.99 

Three (3) written 

quotes, Requisition, 

and PO 

1. Department director 

2. Procurement manager 

3. Informal procurement 

processed by UD.  

$5,000.00 - 

$49,999.99 

Competitive 

Procurement (Informal 

Solicitation): 

- Requisition, PO, 

and/or Contract as 

appropriate.  

1. Department director 

2. Finance Department 

3. Procurement manager 

4. City Manager 

5. City Attorney 

(contracts) 

$50,000.00 > 

 

Competitive 

Procurement (Formal 

Solicitation): 

- Requisition, PO, 

and/or Contract as 

appropriate.  

1. Department Director 

2. Finance Department 

3. Procurement manager 

4. City Manager 

5. City Attorney 

(contracts) 

6. City Council  

*The Procurement Methods listed above are not applicable to Sole Source Procurement, Single 

Source Procurement, Emergency Procurement, Cooperative Purchasing, and Real Estate 

Acquisition. See Article VII (Noncompetitive Procurements). Notwithstanding this exclusion, 

the Required Approvals must still be obtained based on the applicable purchasing threshold 

unless otherwise provided in Article VII. 

**City Council approval is always required for purchases exceeding Fifty Thousand Dollars and 

00/100 Cents ($50,000.00) and if purchase is not within the annual budget.  
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5.2  Purchasing Thresholds Described  

 

5.2.1 Though competitive procurement may not be required under the applicable purchasing threshold, 

the Procurement manager may require the purchase to be competitively procured if he or she deems 

it necessary to best serve the interests of the City. 

 

5.2.2 Small purchases may be made up to $1,000.00 without Quotes. Department Director may approve 

small purchases if within annual budget. The UD shall attempt to obtain the Goods, Capital Assets, 

Services, Construction or Professional Services most advantageous to the City, price and other 

factors considered. The City Purchasing Card may be used in lieu of a Purchase Order if acceptable 

by the Vendor. In the event a Purchase Order is required, the UD must create a Requisition to 

generate a Requisition number Procurement manager for processing. 

 

5.2.3 Purchases from $ 1,000.01 - $4,999.99 will require a Requisition Form, Requisition Number, 

Purchase Order, and a minimum of three (3) written quotes. If after due diligence, the UD cannot 

reasonably find three (3) quotes, the Procurement manager can waive the quote requirement if 

presented with sufficient written justification from UD. The Department Director, Procurement 

manager, and Finance Director must approve the purchase. The Procurement manager shall issue a 

Purchase Order to the lowest, responsive, and responsible vendor quote submitted. The 

Procurement manager shall attempt to obtain the Goods, Capital Assets, Services, Construction or 

Professional Services most advantageous to the City, price and other factors considered.  If a 

contract is involved, it must be reviewed and approved by the City Attorney and may be executed 

by the City Manager or Mayor. 

 

5.2.4 Purchases from $5,000.00 - $49,999.99 will require a Requisition, Purchase Order, and a minimum 

of three (3) quotes via the informational solicitation method. See Informal Solicitations, Article VI. 

If after due diligence, the Procurement manager cannot reasonably find the required 

quotes/bids/proposals, the quote requirement may be waived if sufficient written justification is 

provided. The department director, Procurement manager, Finance Director, and City Manager 

must approve the purchase. The Procurement manager shall issue a Purchase Order to the lowest, 

responsive, and responsible Vendor Quote submitted. The Procurement manager shall attempt to 

obtain the Goods, Capital Assets, Services, Construction or Professional Services most 

advantageous to the City, price and other factors considered.  If a contract is involved, it shall be 

reviewed and approved by the City Attorney and may be executed by the City Manager or Mayor. 

 

5.2.5 Purchases of $50,000.00 and greater will require a Requisition, Purchase Order, and formal 

solicitation. See Formal Solicitations, Article VI.  The Department Director, Procurement manager, 

Finance Director, City Manager, and City Council must approve the purchase. If a contract is 

involved, it must be reviewed and approved by the City Attorney and executed by the Mayor. 

 

5.2.6 State/Federal Grants or Funds. Periodically, the City may be given private/public grants and 

donations from sources such as the State and Federal Government and private corporations.  These 

types of solicitations are more restrictive and may dictate the procurement process and 

methodology that the City is to follow for an award. See Projects Using Federal Aid Highway 
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Program (FAHP) Funding, Article VIII.  Both federal and state procurement supersedes the 

purchasing requirements of the City when buying goods and services using federal or state grant 

monies.  Departments should refer to the Federal Acquisition Regulations for guidance on specific 

federal procurement policies. 

ARTICLE VI 

 

COMPETITIVE PROCUREMENTS 

 

6.1 Informal Solicitations 

 

6.1.1 Procurements that involve amounts less than $50,000.00 do not require a formal sealed 

Bid/Proposal process. However, the processes used for this type of procurement will include as 

much competition as is consistent with the anticipated cost of the procurement and in the best 

interest of the City as determined by the Procurement manager or relevant Department Head, as 

appropriate. Purchases may not be artificially divided as to constitute an informal purchase, thereby 

circumventing the dollar limit requirement for competitive sealed bids/proposals. 

 

6.1.2 Informal purchases are classified by two (2) categories: 

 

(a) Those that may be made directly by the UD ($1,000 up to $4,999.99 threshold). Each UD 

is granted the authority to handle purchases where the cost is less than $5,000.00. Three 

(3) written quotations are required for purchases where the cost is $1,000.00 or greater 

but less than $5,000.00. Purchases may not be artificially divided in order to qualify for 

handling by the UD. Neither should this process be used for frequently recurring 

acquisitions that warrant volume purchases or Periodic Term Contracts. 

 

(b) Those that are required to be done through the central procurement office. The 

Procurement manager shall obtain Commodities and Services competitively through the 

Quotes solicitation method where the cost is $5,000.00 to $49,999.9. A minimum of three 

(3) quotations is required unless an adequate source supply is not available. 

 

6.1.3 Requests for Informal Quotes are Informal Solicitations (“IS”) that are prepared and issued with 

the goal of obtaining competitive responses. IS shall be used for all purchases from $5,000.00 to 

$49,999.99 under the Quotes solicitation method, unless otherwise provided by this Policy. The 

steps outlined below to complete an IS will cover purchases delegated to UDs as well as those 

handled through the Procurement manager.  

 

(a) The UD prepares the Requisition, Requisition number, and develop specifications, scope 

of work, etc. for all Goods and Services being requested. Upon finalization of the 

specifications, prepare any documents required by the IS and sent to the Procurement 

manager for approval.  

 

(b) Use the Formal Solicitation Process if the Procurement manager deems it necessary to 

serve the best interests of the City. 
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(c) The Procurement manager will prepare the Quote solicitation and send a copy to the 

identified Vendors. 

 

(d) Public Notice. The Procurement manager shall, at a minimum, post a copy of the Quote 

on the City’s website, and provide any additional public advertisement if required by law. 

 

(e) The Procurement manager and UD shall evaluate the responses to the Quote for the 

lowest, responsive, and responsible submission. On or after the due date indicated in the 

Quote, the Procurement manager shall determine which quote best serves the City’s 

interests. Tie informal Quotes shall be handled in the same way as tie formal Bids. A split 

or partial award may be given to the lowest cost provider of each item or reasonable 

grouping of items if: 

 

(1) The Quote requires multiple Goods or Services; 

 

(2) More than one Vendor provides a Quote that meets the specifications for the 

Goods or Services; 

 

(3) A price comparison can be made between the Goods or Services; and 

 

(4) An acquisition, delivery, and other requirements can be reasonably 

administered. 

 

(f) Amend the Requisition and include authorized approvals. 

 

(g) The Procurement manager shall prepare and issue Purchase Order or Contract, where 

appropriate.  

 

6.2 Formal Solicitations 

 

6.2.1 All purchases of $50,000.00 or greater require a formal solicitation. The Procurement manager shall 

determine whether the method of formal solicitation is appropriate for the subject purchase. A 

Bid/Proposal Bond or Performance Bond may be required for any solicitation. 

 

6.2.2 RFBs are prepared and issued with the goal of obtaining competitive sealed Bids and is used 

whenever possible as it allows for qualified, responsive Bidders to compete on the basis of price in 

the procurement of Goods, Capital Assets, Services, and Construction Services. The process to 

initiate and complete an RFB is outlined below: 

 

(a) The UD prepares Requisition form and develops specifications, scope of work, etc. for all 

goods and services being requested.  

 

(b) Upon finalization and approval of the specifications, the Procurement manager shall 

prepare any documents required for the RFB. 

 

Page 243

Item #9.



 

Page 29 of 59 

 

(c) Public Notice. The Procurement manager shall advertise the RFB on the City’s website, 

at City Hall, and provide additional public advertisement if required by law. Said public 

notice shall include such details and specifications as will enable the public to know the 

extent and character of the RFB and shall be advertised a minimum of thirty (30) calendar 

days prior to the date set for bid opening, unless it can be demonstrated that an Emergency 

exists, pursuant to Article VII (Emergency Procurement). In such event, the requirement 

for public notice may be reduced by the Procurement manager.   

 

(d) Correction/Withdrawal of Bids. Correction or withdrawal of inadvertently erroneous Bids 

is permitted in accordance with the terms indicated within the RFB; however, minor 

irregularities may be waived by the Procurement manager. No Bid may be withdrawn for 

a period of ninety (90) calendar days after the time scheduled for Bid opening, or as 

otherwise stated in the RFB. 

 

(e) Opening Sealed Bids. Bids shall be opened publicly by the Procurement manager or the 

designee of the Procurement manager and at least one other witness at the time and place 

designated in the RFBs. All relevant information, including each Bid amount and Bidder's 

name, will be recorded on a summary sheet. Late bids will be rejected and returned 

unopened. Interested persons shall have access to information regarding procurement 

transactions of the City in accordance with City policy and the Georgia Open Records 

Act, O.C.G.A.§ 50-18-70 et seq. 

 

(f) Evaluation of Bids.  Bids will be evaluated based on the qualification factors set forth in 

the RFB, which may include criteria to determine acceptability of Goods or Capital Assets 

(for example, inspection, testing, quality, workmanship, delivery, and suitability for a 

particular purpose).  Criteria for the acceptability of Goods or Capital Assets shall be used 

to determine whether particular Goods are responsive to the RFB, and not to determine 

the relative desirability between acceptable Goods or Capital Assets. The City reserves 

the right to waive any informalities or irregularities of Bids, to request clarification of 

information submitted in any Bid, to further negotiate with the Bidder selected for 

Contract award, or to reject any or all Bids for any reason whatsoever.  

 

(g) Contracts. The Bid may require a Contract. Once the proposed contract terms, exceptions, 

and/or modifications are reviewed and approved by the City Attorney, the Procurement 

manager may submit his or her recommendation and the proposed Contract to the City 

Council for approval and award. 

 

(h) Award of Bids. The Procurement manager shall conduct evaluative due diligence and 

submit his or her recommendation and proposed Contract to the City Council for approval 

and award. The Bid will be awarded, if an award is made, to the Responsible and 

Responsive Bidder offering the lowest price whose bid meets the requirements and criteria 

set forth in the RFB. The Contract shall be approved by City Council prior to execution 

and/or performance.  

 

(i) Upon the award of bid, the UD creates the PR number and Procurement manager shall 

prepare a Purchase Order or Contract, if appropriate.  
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(j) Split/Partial Awards. Split or partial bid awards may be awarded with the same guidelines 

and restrictions as those provided for split or partial Informal Solicitations. 

 

(k) Tie Bids. In the event two (2) or more identical Bids are received, the following procedure 

will be used when the basis of award is low bid: 

 

(1) A tie Bidder whose products are manufactured in Georgia would be 

recommended to the City Council for an award, over a Tie Bidder without 

products manufactured in Georgia. See Article IX (1). 

 

(2) If the procedures in (i) above do not result in an award, then the tie Bidder 

who has environmentally preferable goods and services would be 

recommended to the City Council for an award. See Article IX (2). 

 

(3) If the procedures in (i) and (ii) above do not result in an award, then to the 

extent permitted by law, a tie Bidder having an office within the limits of the 

City would be recommended to the City Council for an award over one 

without an office in the City.  A Person within the state of Georgia would be 

recommended to the appropriate approving authority for an award over one 

without an office in Georgia. 

 

(4) If the procedures in (i) through (iii) above do not result in an award, the tie 

Bidders will be contacted and advised of the tie and asked if they wish to 

reduce their bid in writing submitted in a sealed envelope to be opened at the 

time and place stated by the Procurement manager or the designee of the 

Procurement manager.  If one or more of the tied Bidders agrees to participate, 

award will be made to the new low bid. If none of the tied Bidders agree to 

participate or if the new bids are tied, then City staff shall break the tie by 

following the procedures described below, as necessary. 

 

(5) If all of the procedures above do not result in an award, then, the Procurement 

manager or the designee of the Procurement manager in the presence of at 

least two (2) witnesses will flip a coin one time. Award to the winner of the 

coin flip will be recommended to the City Council.  

6.2.3 RFPs. When the Procurement manager determines the use of a RFB is not practical or advantageous 

because of existing market conditions or the type of items required, the City may procure Goods, 

Capital Assets, Services, or Construction Services through receipt of competitive sealed proposals. 

Competitive sealed proposals are solicited through the use of an RFP, with the goal of obtaining 

competitive responses. The process to initiate and complete RFP is outlined below: 

(a) The UD prepares Requisition form and develops specifications, scope of work, etc. for all 

goods and services being requested. 

  

(b) Upon finalization and approval of the specifications, Procurement manager shall prepare 

any documents required for the RFP. 
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(c) Public Notice. The Procurement manager shall advertise the RFP on the City’s website, 

at City Hall, and provide additional public advertisement if required by law. Said public 

notice shall include such details and specifications as will enable the public to know the 

extent and character of the RFP and shall be advertised a minimum of thirty (30) calendar 

days prior to the date set for opening proposals, unless it can be demonstrated that an 

Emergency exists, pursuant to Article VII. In such event, the requirement for public notice 

may be reduced by the Procurement manager. 

 

(d) Correction or Withdrawal of Proposals. Correction or withdrawal of proposals is 

permitted in accordance with instructions contained within the RFP. No proposal may be 

withdrawn for a period of ninety (90) days after the time scheduled for proposal opening, 

or as otherwise stated in the RFP. 

 

(e) Opening Sealed Proposals. Proposals shall be opened publicly by the Procurement 

manager, in the presence of one or more witnesses at the time and place designated in the 

RFP.  A register of proposals is prepared that lists each Proposer's name.  Late proposals 

will be rejected and returned unopened. 

 

(f) Evaluation of Proposals. The RFP will identify the criteria to be considered and evaluated 

as the basis of award. Proposals submitted by Responsible and Responsive Proposers are 

evaluated by the Procurement manager or the designee of the Procurement manager based 

upon the criteria applicable to the RFP.  All proposals (or the most acceptable proposals 

in the discretion of any committee evaluating proposals) will be ranked in the order of 

their acceptability to the City, considering the criteria. 

 

(g) Contract Award. Once the proposed contract terms, exceptions, and/or modifications are 

reviewed and approved by the City Attorney, the Procurement manager may submit 

recommendation and the proposed Contract to the City Council for approval and award. 

The Contract award will be awarded, if award is made, by the City Council to the 

Responsive and Responsible Proposer whose proposal is determined, in the City’s 

exclusive discretion, to be the most advantageous to the City, taking into consideration 

price, qualifications, and other factors as indicated in the RFP.  Unless otherwise provided 

by law, the City has no obligation to award the Contract to the Proposer who proposes the 

lowest price. 

 

(h) Public Access to Proposal Documents. Interested persons shall have access to information 

regarding procurement transactions of the City in accordance with City policy and the 

Georgia Open Records Act, O.C.G.A.§ 50-18-70 et seq. All meetings of the City’s Council 

are duly noticed public meetings and all documents submitted to the City as a part of or 

in connection with a Proposal may constitute public records under Georgia law regardless 

of any person’s claim that proprietary or trade secret information is contained therein.  

Unless otherwise provided herein, by submission to the City, Proposers waive any claim 

to the proprietary nature of submitted information.  The Proposer may designate in the 

smallest increments possible, that part of the qualifications which is deemed to be 

proprietary, which, subject to the City’s reasonable determination, shall be redacted for 

purposes of the public agenda. Proposals and all related correspondence are governed by 

the Georgia Open Records Act and shall be provided to anyone properly requesting same, 

Page 246

Item #9.



 

Page 32 of 59 

 

after contract award.  The City cannot protect proprietary data submitted in vendor 

proposals unless provided for under the open records law and clearly marked as 

proprietary by the Proposer.  In the event the Proposer deems certain information to be 

exempt from the disclosure requirements, the Proposal must specify what content is 

considered exempt and cite the applicable provision of the law to support that assessment.  

In the event such information is requested under the open records law, the Proposer’s 

assessment will be examined by the City Attorney who will decide.  The decision to 

withhold or release the information will be at the City Attorney’s sole discretion. 

 

6.2.4 RFQs may be used if the Procurement manager determines that it is in the City’s best interest to 

evaluate the experience and qualifications of a Service, Construction Service or Professional 

Service provider, prior to issuing the solicitation. The procedure for soliciting, opening, and 

evaluating statements of qualifications shall be the same as described herein for competitive sealed 

proposals (RFP).  Such service providers whose qualifications meet the criteria established in the 

RFQ, at the sole discretion of the City will be eligible to participate in the issuance of a solicitation 

for the Goods or Services relative to the pre-qualification.  

 

6.2.5 Pre-qualification process shall be mandatory for Public Works Construction Contracts governed 

by O.C.G.A. 36-91-20. The Procurement manager is authorized to determine if a process for 

mandatory pre-qualification for competitive sealed Bids/Proposals is appropriate for the 

procurement of a particular Commodity or Services, subject to these requirements: 

 

(a) Criteria for pre-qualification shall be reasonably related to the project or the work quality. 

 

(b) Criteria for pre-qualification shall be available to any prospective Bidder requesting such 

information. 

 

(c) There shall be a method of notifying prospective Bidders of the criteria for pre-

qualification. 

 

(d) There shall be a procedure for a disqualified Bidder to respond to his or her 

disqualification to the Director; however, such procedure shall not include a formal appeal 

or protest. 

 

No Bid/Proposal shall be eligible for consideration from a prospective Bidder who has not been 

pre-qualified on the procurement in question where the RFB or the RFP specified that pre-

qualification would be mandatory, and any non-compliant Bid/Proposal received shall be returned 

to the prospective Bidder unopened. 

 

6.2.6 Multi-step RFQ Solicitation. The City may initiate the multi-step solicitation process described 

below when: (1) the Procurement manager determines it is impractical to prepare an adequate or 

complete description of the Goods, Capital Assets, Services or Construction Services desired (due 

to insufficient data, uncertain requirements, unfamiliar market options, etc.); (2) the Procurement 

manager desires to identify a field of qualified Bidders, Proposers, Goods or Services, out of a 

broader field of Bidders, Proposers, Goods or Services; or (3) the Procurement manager determines 
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that a multi-step process would best serve the City’s interests. The City may request that priced 

proposals be submitted in two (2) separate envelopes, with pricing information contained in one 

envelope and all other requested information contained in the other envelope.  In such case, 

proposals will be evaluated in accordance with the requirements set forth in the RFP, initially 

without regard to price and without opening the envelope containing pricing information. Based on 

such evaluation, the City will establish a field of at least three (if possible and available) qualified 

or most qualified Proposers. The City may conduct interviews with Proposers to aid in the 

identification of qualified or most qualified Proposers. In the event the City conducts interviews 

with Proposers, the City is not required to interview any Proposers deemed by the City to be 

unqualified or less qualified than other Proposers. After establishing a field of qualified or most 

qualified Proposers, the City will open the pricing envelopes of only the qualified or most qualified 

Proposers and evaluate such pricing information in the manner described in the RFP for purposes 

of recommending/making an award (e.g. most advantageous proposal, price and other factors 

considered, or low price submitted by qualified Proposers).  In the absence of specific instructions 

to the contrary in the RFP, pricing information will be evaluated together with all other information 

required by the RFP for purposes of selecting among the qualified field of Proposers the most 

advantageous proposal, price and other factors considered. 

 

6.3 Solicitations Requiring Public Notice in the Georgia Procurement Registry (GPR) 

 

6.3.1 The GPR is the state’s central bid registry established by the Department of Administrative Services 

(DOAS) and managed by the agency’s State Purchasing Division (SPD). The GPR provides for the 

advertising of bid opportunities by state and local governments to ensure transparency and offer 

market competition. 

(a)  The City shall advertise all Bid/Proposal opportunities for Goods, Services, or both that 

are valued at $50,000.00 or more in the GPR for a minimum of thirty (30) calendar days 

prior to the date set for opening bids/proposals. Each advertisement shall include such 

details and specifications as will enable the public to know the extent and character of the 

bid or proposal opportunity. See O.C.G.A. § 36-80-27. 

(b)     The City shall advertise all contract opportunities for public works construction that are 

valued at $50,000.00 or more in the GPR for at least four (4) continuous calendar weeks 

prior to the opening of the sealed bids or proposals, unless otherwise provided by 

O.C.G.A. § 36-91-20. 

(c)   The Procurement manager may adopt procedures requiring additional bid or proposal 

opportunities to be advertised on the GPR. 
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ARTICLE VII 

 

NON-COMPETITIVE PROCUREMENTS 

 

7.1 General 

 

7.1.1 The provisions of this Policy Article shall apply to the procurement of Goods, Capital Assets, 

Services, Construction Services or Professional Services, when the Procurement manager 

determines that competitive procurement is not practical, feasible, or possible. Notwithstanding 

any other provision, any Contract or subcontract entered into by the City with any Person for the 

construction, reconstruction, or maintenance of all or part of a public road in the City including, 

but not limited to, a Contract or subcontract for the purchase of materials, for the hiring of labor, 

for professional services, or for other things or services incident to such work, shall be entered into 

in accordance with O.C.G.A. § 32-4-114. In most cases, this Policy recognizes four (4) non-

competitive procurement methods and the conditions under which each method shall be used. The 

Procurement manager shall make the determination of the type of method selected.  

 

7.2 Sole Source Procurement 

 

7.2.1 The City may acquire Goods, Capital Assets, Services, Construction Services or Professional 

Services pursuant to a Sole Source Procurement.  Sole Source Procurement is available when 

Goods, Services, or Professional Services are available from only one (1) Vendor that can fill 

requirements for the intended use. Single Source Procurement may be used for compatibility with 

equipment for repair purposes, or for compatibility with existing systems. Standardization may 

require a single source procurement, depending upon the intended use. Standardization, which is 

either established as a result of past procurement(s) or by approval of the City Manager, can be a 

satisfactory justification for a sole/single source.  See Appendix C. For each instance in which the 

use of Sole Source Procurement is proposed, the UD must complete the Non-Competitive form and 

provide to the Procurement manager a written report that identifies the specific reasons justifying 

such use and shows the requirements stated herein are satisfied. The Procurement manager may 

authorize the use of Sole Source Procurement only if he/she determines that such use fully complies 

with the requirements stated herein.  

 

7.3 Emergency Procurement 

 

7.3.1 The City may acquire Goods, Capital Assets, Services, Construction Services or Professional 

Services by directly negotiating an award in the event of an Emergency.  An Emergency exists 

when a situation occurs suddenly and unexpectedly and demands immediate action to prevent 

delays which may vitally affect the health, safety, or welfare of the public or City Employees and 

affects the continuation of services to the citizens, and/or serious loss or injury to the City. 

Emergency also exists if a condition, malfunction, or occurrence in which the immediate 

procurement of an item (i.e., Good, Services, or Professional Service) is essential to comply with 

regulatory requirements. The City Manager shall make the determination when an Emergency 
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exists. Such emergency procurements shall be made with as much competition as is practicable 

under the circumstances.  

7.3.2 When the need for an emergency purchase occurs during normal working hours, the UD must 

complete a Non-Competitive form and provide to the Procurement manager a written report that 

identifies the specific reasons justifying such use and shows the requirements stated herein are 

satisfied to obtain approval from the City Manager or his designee. If an Emergency situation 

should arise after office hours which requires immediate action on the part of the agency involved 

for the protection of the best interest of the City or if a like situation arises on a weekend or holiday 

and when it is not possible or convenient to reach the City Manager or Procurement manager, any 

purchase necessary shall be made by the official in charge of such department or agency, and such 

purchase reported to the Procurement manager within twenty-four (24) hours. 

7.3.3 As soon as practicable, a record of each Emergency procurement shall be made and shall set forth 

the contractor’s name, the amount and type of the Contract, a listing of the item procured under the 

Contract, and the identification number of the Contract file. Moreover, written determination of the 

basis for declaring the Emergency and for the selection of the particular Person for the provision of 

Goods, Capital Assets, Services, Construction Services or Professional Services shall be included 

in the Contract file. If the cost of the procurement is $50,000.00 or more it will require ratification 

by City Council at the next meeting following the emergency procurement. 

7.4 Cooperative Purchasing  

7.4.1 The City may acquire Goods, Capital Assets and Services by from a Vendor having a requirements 

Contract/Annual Agreement with any public entity (e.g., federal, state, county, city, authority, 

school board, Buying Cooperative, etc.) for Goods, Capital Assets or Services described in such 

contract and at prices or discounts no less favorable than any set forth in such Contracts. The 

sponsoring entity, whether federal, state, or local must have performed a competitive procurement 

process and entered into a contract that stipulates allowance for other governmental entities to 

purchase from the Vendor at the same price and under the same terms and conditions as extended 

to it. If such arrangement has not been made a part of the contract, written permission from the 

sponsoring entity and the awarded Vendor must be obtained. Documentation to substantiate this 

decision will be maintained by the Procurement manager. Prior to making any purchase, the 

Procurement manager shall obtain approval from all necessary parties pursuant to the applicable 

purchasing threshold.  

 

7.4.2 Use of State/Co-Op Contracts. The Procurement manager may procure supplies, services or 

construction items through the Contract established through competitive means by the purchasing 

division of the State of Georgia, national Co-Ops (i.e.-U.S. Communities), and collaborative 

purchasing agreements with other local governments when deemed to be in the best interest of the 

City. 
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7.5 Real Estate Acquisitions1 

 

7.5.1 Compliance with applicable provisions. All real estate acquisition activities shall conform to 

applicable federal, state (e.g. O.C.G.A § 36-80-18 and O.C.G.A § 36-60-13) and local laws and 

regulations and shall be subject to the provisions of the City Code of Ethics.   

 

7.5.2 Confidentiality. The City Council and City staff shall maintain the confidentiality of potential and 

on-going real estate acquisitions and related information subject to the provisions of the Open 

Meetings and Open Records Acts.  

 

7.5.3 Formal Approval. All real estate transactions shall be formally approved by the City Council in a 

public meeting prior to the City entering a sales contract.  This shall not interfere with the City 

Council’s ability to discuss same and negotiate terms in Executive Session subject to the 

requirements of the Open Meeting and Open Records Acts. 

 

7.5.4 Appraisals. For any piece of real estate, for which a sales contract has been signed, the City will 

conduct at least one appraisal by an independent third-party who holds the Member of the Appraisal 

Institute (MAI) membership designation. 

7.5.5 Land Acquisition Procurement Process.  

 

(a) City staff will investigate/identify properties for purchase that generally meet an approved 

strategy. Furthermore, land purchased with a specific funding source will only be used for 

such purposes anticipated and/or authorized. If the City determines the land cannot be 

used for its intended purpose, the City may dispose of the property in a manner consistent 

with Georgia law and funds raised through the sale of the property will be used for future 

land purchases consistent with the purposes authorized. 

 

(b) City staff may work with a Real Estate broker to gather information and make site visits 

related to properties under consideration for acquisition. 

 

(c) City staff will regularly brief the City Council in Executive Session on properties the City 

is considering purchasing to receive direction on “terms and price”. 

 

(d) City staff will negotiate “Letters of Intent” with landowners on properties the City Council 

has provided staff with direction on “terms and price”. 

 

(e) City staff will conduct due diligence on the real estate to be purchased including at a 

minimum but not limited to: (i) Environmental testing (Phase I required, Phase II and 

specialized testing if warranted); (ii) Production of an ALTA survey of the property; (iii) 

Production of a MAI appraisal of the property; (iv) Complete title work on the property; 

and (v) Other reasonable due diligence activities as warranted. 

 
1Reference Note- See O.C.G.A. § 36-37-1 et seq. for provisions governing the disposition of municipal property or acceptance of gifts, grants, or 

donations of property. 
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(f) City staff will present the findings of the due diligence on the property to be purchased in 

executive session and may request a Resolution from the City Council authorizing the 

City Manager to execute any and all closing documents to complete the purchase of the 

property.   

 

ARTICLE VIII 

 

PROJECTS USING FEDERAL AID HIGHWAY (FAHP) FUNDING 

 

8.1 Requirements 

8.1.1 The City shall use the competitive negotiation method for the procurement of engineering and 

design related services when FAHP funds are involved in the contract (as specified in 23 U.S.C. § 

112(b)(2)(A) and 23 CFR § 172.5(a)(1)).  The solicitation, evaluation, ranking, selection, and 

negotiation shall comply with the qualifications-based selection procurement procedures for 

architectural and engineering services codified under 40 U.S.C. § 1101 et seq., commonly referred 

to as the Brooks Act. See Appendix A. 

ARTICLE IX 

 

PREFERABLE GOODS AND SERVICES 

 

9.1 Preference for Products Manufactured in Georgia 

9.1.1  When contracting for or purchasing supplies, materials, equipment, or agricultural products, 

excluding beverages for immediate consumption, the City shall give preference, as far as may be 

reasonable, economical, and practicable, to such supplies, materials, equipment, and agricultural 

products as may be manufactured or produced in the State of Georgia. Such preference shall not 

sacrifice quality. 

 

9.1.2 In determining whether such a preference is reasonable in any case where the value of a Contract 

for or purchase of such supplies, materials, equipment, or agricultural products exceeds 

$100,000.00, the City shall consider, among other factors, information submitted by the Bidder 

which may include the Bidder's estimate of the multiplier effect on gross state domestic product 

and the effect on public revenues of the state and the effect on public revenues of political 

subdivisions resulting from acceptance of a Bid or offer to sell Georgia manufactured or produced 

goods as opposed to out-of-state manufactured or produced Goods.  Any such estimates shall be in 

writing.  The City shall not divide a contract or purchase which exceeds $100,000.00 for the sole 

purpose of avoiding these requirements. 
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9.2 Environmentally Preferable Goods and Services 

 

9.2.1 In determining which Goods, Capital Assets and Services to purchase, the City shall integrate 

environmental factors into the City’s procurement decisions, when available and commercially 

practicable in the reasonable discretion of the UD.  Whenever possible or practicable, the City shall: 

 

(a) Purchase copy, computer, and fax paper with at least thirty percent (30%) post- consumer 

recycled content; 

 

(b) Purchase non-emergency fleet vehicles that provide the best available net reduction in 

vehicle fleet emissions including, but not limited to, the purchase of alternative fueled and 

hybrid vehicles; 

 

(c) Consider purchasing lower emission emergency fleet vehicles with comparable 

specifications for performance, safety, and fuel availability during emergencies as 

conventionally powered emergency fleet vehicles; 

 

(d) Purchase at least Energy Star rated equipment and appliances for use in local government 

facilities when practicable based upon considerations of Life Cycle Costs; 

 

(e) Purchase water-saving products, including WaterSense labeled, whenever practicable, 

including but not limited to, high performance fixtures such as toilets (1.28 gallons per 

flush or less), urinals (0.5 gallons per flush or less), low-flow faucets (1.5 gallons per 

minute or less), aerators, and upgraded high-efficiency irrigation systems;  

 

(f) Replace disposable with re-usable, recyclable, or compostable Goods; 

 

(g) Consider Life Cycle Cost Assessment; and 

 

(h) Evaluate, as appropriate, the environmental performance of Vendors in providing Goods 

and Services. 

 

9.2.2 The analysis to determine environmentally preferable Goods and Services may include raw 

materials acquisition, production, manufacturing, packaging, distribution, reuse, operation, 

maintenance, disposal of products, or service delivery. Specifically, factors that should be 

considered by the UD when determining that Goods have environmentally preferable attributes 

include, but are not limited to: 

 

(a) Minimization of virgin, unrecycled material used in Goods; 

 

(b) Maximization of recycled materials used in Goods; 

 

(c) Life cycle economics of Goods and Services; 

 

(d) Reuse of existing Goods or materials in Goods; 
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(e) Recyclability, biodegradability and composability of Goods; 

 

(f) Minimization of packaging; 

 

(g) Reduction of energy and fuel consumption; 

 

(h) Reduction of water consumption; 

 

(i) Toxicity reduction or elimination; 

 

(j) Durability and maintenance requirements; and 

 

(k) Ultimate disposal of the Goods. 

 

ARTICLE X 

 

PROTESTS, SUSPENSION, AND DEBARMENT 

 

10.1 Right to Protest 

 

10.1.1 Any actual Bidder or Proposer who is aggrieved in connection with the formal solicitation or award 

of a Contract, with the exception of real estate solicitations, may protest to the City. Protestors shall 

seek resolution of their protests/complaints initially with the City Manager.   

 

10.1.2 Timeliness.  

 

(a) Protests arising from factual or legal basis that the protestor knew or should have known 

prior to the submission of the bid/proposal must be submitted within three (3) business 

days of the submission of the Bid/Proposal.  

 

(b) Protests arising from factual or legal basis the protestor knew or should have known 

subsequent to the date the Bid/Proposal was submitted must be submitted within ten (10) 

business days after the protestor knew or should have known of such basis, but in no event 

shall any protest be submitted more than ten (10) business days after the Contract Award. 

 

(c) Untimely protests are invalid and shall be denied as such.  

 

10.1.3 Contents of Protest. The protest shall, at a minimum, be in writing and include the following 

information: 

(a) Identity and contact information of protestor; 

 

(b) Appropriate identification of the subject solicitation or award; 

 

(c) Detailed statement of the legal and factual grounds of the protest; 
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(d) Documentation supporting the protest and/or allegations; 

 

(e) Statement of the specific relief requested; and 

 

(f) Signed by an officer or person authorized to sign contracts on behalf of the protestor. 

10.1.4  Submission of Protests. All protests shall be submitted to the City Manager via registered mail, 

overnight delivery, or hand delivery with a courtesy copy via electronic mail.  

10.1.5 Protest Resolution.  If a protest complies with subsections (1) through (3) above, the City Manager 

shall request a response from the Procurement manager. The Procurement manager’s response will 

be returned to the City Manager within seven (7) business days of the submission of the protest. 

The City Manager is empowered to decide to uphold, dismiss or amend the decision of the 

Procurement manager.   

 

10.1.6 Decision on Protest. The City Manager shall inform the protestor of the decision in writing within 

fifteen (15) business days of the submission of the protest or, if the City Manager requires more 

time to render a decision, the City Manager will advise the protestor within the initial ten (10) 

business days of the additional amount of time required to render a decision.  

 

10.1.7 Appeals. Any actual Bidder or Proposer who is aggrieved by the decision of the City Manager in 

connection with a protest shall file a notice of appeal with the City Manager and City Clerk within 

seven (7) business days of receipt of the decision. 

 

(a) Hearing. The City Manager shall set a hearing date before City Council not more than 

thirty (30) calendar days from the date of receipt of the notice. The City Clerk shall cause 

notice of the hearing date, time, and location to be served upon the parties by registered 

mail. At the hearing, all parties shall be provided with a fair and impartial hearing and 

shall be allowed to offer argument as to whether the City Manager’s decision should be 

affirmed or overturned. Said hearing will not be de novo but shall be of an appellate nature. 

 

(b) Decision.  Within seven (7) business days of the hearing, the City Council shall issue a 

written decision on the appeal, which shall either affirm or reject the City Manager’s 

decision. The City Clerk shall send a copy to the protestor(s) by registered mail. 

 

(c) Finality. A decision by the City Council under subsection 6(b) above shall be final and 

conclusive as to the City’s appeal process. Any further action shall be through the court. 

 

10.1.8 Stay of Procurement. In the event a protest complies with subsections (1) through (3) above, the 

Procurement manager shall not proceed with the further solicitation or award of the Contract until 

all administrative remedies have been exhausted, or the City Manager or City Attorney decides that 

the award of the contract without delay is necessary to protect the interests of the City.  
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10.2 Suspension and Debarment 

 

10.2.1 Authority to Suspend or Debar. After reasonable notice to the Person involved and reasonable 

opportunity for that Person to respond, the Procurement manager shall have the authority to initiate 

proceedings to suspend or debar a Person from doing business with the City. The City Manager 

shall have the authority to order suspension or debarment as provided herein.  

 

10.2.2 Causes for Suspension or Debarment. The causes for suspension or debarment include: 

 

(a) Conviction for commission of a criminal offense as an incident to obtain or attempting to 

obtain a public or private contractor subcontract, or in performance of such contract or 

subcontract; 

 

(b) Conviction of state or federal statutes of embezzlement, theft, forgery, bribery, 

falsification or destruction of records, receiving stolen property or any other offense 

indicating a lack of business integrity or business honesty which currently, seriously and 

directly affects responsibility as a city contractor; 

 

(c) Conviction of state or federal antitrust statutes arising out of the solicitation and 

submission of bids or proposals; 

 

(d) Violation of contract provisions of a character which is regarded by the Procurement 

manager to be so serious as to justify suspension action, which includes but is not limited 

to the following:  

 

(1) Failure to perform in accordance with the specifications within a time limit 

provided in a city contract;  

 

(2) A recent record of failure to perform or unsatisfactory performance in 

accordance with the terms of one or more contracts, provided, that failure to 

perform or unsatisfactory performance caused by acts beyond the control of 

the Person shall not be considered to be a basis for suspension; or 

 

(3) Falsification of any documents.  

 

10.2.3 Initiation of Suspension or Debarment Action. When the Procurement manager receives 

information from any source concerning a cause for suspension or debarment, he or she will 

promptly investigate the matter. If the Procurement manager finds cause that suspension or 

debarment is warranted, the Procurement manager shall prepare a written determination detailing 

the grounds for and length of the proposed suspension or debarment. Written notice of a proposed 

suspension or debarment action shall be sent by registered mail to the Person subject to the action 

and shall also be sent to the City Manager and City Attorney.  

 

10.2.4 Review of Proposed Suspension or Debarment. Within fifteen (15) business days of receiving said 

notice, the Person subject to the action shall submit any and all responsive records or documents in 

defense of the proposed suspension or debarment to the City Manager. Failure to submit a timely 

written response shall result in a waiver of review.  
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10.2.5 Final Decision. After consultation with the City Attorney, the City Manager shall issue a final 

decision, which shall adopt, amend, or reject the proposed suspension or debarment. When 

suspension or debarment is ordered, the length of the suspension or debarment, the reasons for such 

action and to what extent affiliates are affected shall be set forth in writing and sent by registered 

mail to the Person subject to the action. 

 

10.2.6 Effect of Suspension or Debarment. A suspension or debarment decision shall take effect upon 

issuance and mailing of written notice of such decision to the Person subject to the action. After the 

suspension or debarment takes effect, the Person shall remain suspended or debarred until the 

period specified in the decision expires. 

 

10.2.7 Duration of Suspension/Debarment. Suspensions shall be for a period not to exceed one hundred 

and twenty (120) calendar days. Debarment shall be for a period not to exceed three (3) calendar 

years, unless cause is based on a felony conviction for an offense related or associated with 

fraudulent contracting or misappropriation of funds. In such event, the debarment shall be for a 

period not to exceed seven (7) calendar years. 

 

10.2.8 List of Suspended/Debarred Persons. The Procurement manager shall create and maintain a list of 

all suspended and debarred Persons. All departments shall be routinely supplied with said list.  

 

10.3 Responsibility of Bidders 

 

10.3.1 Determination of Non-responsibility. If a Bidder who otherwise would have been awarded a 

contract is found to be non-responsible, a written determination of non-responsibility shall be 

prepared by the Procurement manager. A copy of the determination shall be made part of the 

contract and vendor performance files. 

 

10.3.2 Vendor Performance Rating. The Procurement manager is authorized to establish a Vendor 

performance rating system for use in eliminating those Vendors who fail to perform or perform 

unsatisfactorily. Rating system may be used for evaluation and award of Bids. 

 

10.3.3 Penalties for Non-Performance. The Procurement manager shall establish penalties for 

nonperformance for delivery failures or default in contract. 

 

10.4 Ineligible Source List 

 

10.4.1 The following persons or entities shall be placed on an ineligible source list pursuant to the 

provisions of this Article for a reasonable period not to exceed three (3) calendar years, based upon 

the recommendation of the Procurement manager and the approval of the City Manager: 

 

(a) Any person or entity that submits a Bid/Proposal in bad faith; or 

 

(b) Any person or entity that willfully or repeatedly breaches a contract with the City; or 

 

(c) Any person or entity that repeatedly refuses to accept a bid or proposal award; or 
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(d) Any person or entity that has established a pattern or practice of illegal or immoral 

business practices; or 

 

(e) Any person that has been convicted of a crime involving moral turpitude within the past; 

or 

 

(f) Any person or entity that is owned, controlled or managed, in whole or in part, by any 

other person described in (a) through (e) above. 

 

10.4.2 All persons on the ineligible source list shall be notified and receive an opportunity to challenge 

the decision to the City Manager. The City Manager shall have the sole discretion to render final 

judgment.  

 

ARTICLE XI 

 

PROPERTY DISPOSAL 

 

11.1 Compliance with Applicable Regulations 

 

11.1.1   The disposal of municipal property shall conform to applicable federal, state (e.g. O.C.G.A § 36-

37-6) and local laws and regulations and shall be subject to the provisions of the City Code of 

Ethics.   

 

11.2 Excess, Surplus, and Obsolete Materials 

 

11.2.1 It shall be the duty of the UD to report all excess, surplus or obsolete materials to the Procurement 

manager. At this point, the Procurement manager will examine alternatives as to the most 

advantageous disposition of the items. Items could be refurbished or reconditioned, transferred, 

traded in on new equipment or sold by auction or sealed bid, or destroyed. For property over 

$4,999.99 in the aggregate or $1,000.00 individually, the City Council shall approve the request to 

have the property declared surplus. For other property, the Procurement manager shall present a list 

to the City Manager for approval.   

 

(a) Transfer or Re-use.  The most gainful method for handling an item no longer needed by a 

department is to transfer it to another department that has a use for the item. 

 

(b) Trade In. In replacing obsolete equipment, it may be financially advantageous to trade in 

the old equipment.  The invitation for bids on the replacement item should call for bid 

prices with or without trade-in and provide that award may be made either way. 

 

(c) Sale. Excess, surplus and obsolete items not transferred or traded-in may be consolidated 

and offered for sale to the highest responsible bidder either by auction or by sealed bid 

method.  Auctions can be traditional or contemporary including online auctions such as 
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www.Govdeals.com or similar websites. The consolidated list will be submitted to City 

Council for approval before an auction or sealed bid is organized.  The property offered 

for sale will be on an “AS IS/WHERE IS” basis. Sealed bids will be opened at the time 

and place announced with the City, retaining the right to reject any and all. A tabulation 

of all bids received shall be available for public inspection following the opening of all 

bids. Said bids shall be retained and kept available for public inspection for a period not 

less than sixty (60) calendar days from the date the bids were opened.  

 

(d) Public Notice of Sale. For the sale of personal property with an estimated value exceeding 

$500.00, the City shall cause legal notice to be published in the official legal organ or 

newspaper of general circulation not less than fifteen (15) calendar days but no more than 

sixty (60) calendar days preceding the day of the auction or the last day for the receipt of 

bids/proposals. The notice shall include a general description of the property to be sold.  

 

(1) The notice for sale by auction shall also contain the conditions of the proposed 

sale and shall state the date, time, and place of the proposed sale. 

(2) The notice for sale by sealed bids shall also contain an invitation for proposals 

and shall state the conditions of the proposed sale, the address at which bid 

blanks and other written materials connected with the proposed sale may be 

obtained, and the date, time, and place for the opening of bids. 
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APPENDIX A 

In accordance with the requirements of the Brooks Act, (40 U.S.C. § 1101 et seq.), the following competitive 

negotiation procedures shall apply to City procurements for architectural, engineering, and related design 

services when Federal Aid Highway Program (FAHP) funds are involved in the project: 

A. Solicitation 

The solicitation process shall be by public announcement, public advertisement, or any other public 

forum or method that assures qualified in-State and out-of-State consultants are given a fair 

opportunity to be considered for award of the contract. Procurement procedures may involve a 

single step process with issuance of a request for proposal (RFP) to all interested consultants or a 

multiphase process with issuance of a request for statements or letters of interest or qualifications 

(RFQ) whereby responding consultants are ranked based on qualifications and request for proposals 

are then provided to three or more of the most highly qualified consultants. Minimum qualifications 

of consultants to perform services under general work categories or areas of expertise may also be 

assessed through a prequalification process whereby statements of qualifications are submitted on 

an annual basis. Regardless of any process utilized for prequalification of consultants or for an 

initial assessment of a consultant’s qualifications under an RFQ, a RFP specific to the project, task, 

or service is required for evaluation of a consultant’s specific technical approach and qualifications. 

 

B. Request for Proposal (RFP)  

 

The RFP shall provide all information and requirements necessary for interested consultants to 

provide a response to the RFP and compete for the solicited services. The RFP shall: 

 

1. Provide a clear, accurate, and detailed description of the scope of work, technical 

requirements, and qualifications of consultants necessary for the services to be rendered. 

The scope of work should detail the purpose and description of the project, services to be 

performed, deliverables to be provided, estimated schedule for performance of the work, 

and applicable standards, specifications, and policies; 

2. Identify the requirements for any discussions that may be conducted with three (3) or more 

of the most highly qualified consultants following submission and evaluation of proposals; 

3. Identify evaluation factors including their relative weight of importance in accordance with 

sections C and D; 

4. Specify the contract type and method(s) of payment to be utilized; 

5. Identify any special provisions or contract requirements associated with the solicited 

services; 

6. Require that submission of any requested cost proposals or elements of cost be in a 

concealed format and separate from technical/qualifications proposals as these shall not be 

considered in the evaluation, ranking, and selection phase; and 

7. Provide a schedule of key dates for the procurement process and establish a submittal 

deadline for responses to the RFP which provides sufficient time for interested consultants 
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to receive notice, prepare, and submit a proposal, which except in unusual circumstances 

shall be not less than 14 days from the date of issuance of the RFP. 

 

C. Evaluation Factors 

 

Criteria used for evaluation, ranking, and selection of consultants to perform engineering and 

design related services must assess the demonstrated competence and qualifications for the type of 

professional services solicited.  These qualifications-based factors may include, but are not limited 

to, technical approach (e.g., project understanding, innovative concepts or alternatives, quality 

control procedures), work experience, specialized expertise, professional licensure, staff 

capabilities, workload capacity, and past performance. 

Price shall not be used as a factor in the evaluation, ranking, and selection phase.  All price or cost 

related items which include, but are not limited to, cost proposals, direct salaries/wage rates, 

indirect cost rates, and other direct costs are prohibited from being used as evaluation criteria. 

In-State or local preference shall not be used as a factor in the evaluation, ranking, and selection 

phase. State licensing laws are not preempted by this provision and professional licensure within a 

jurisdiction may be established as a requirement which attests to the minimum qualifications and 

competence of a consultant to perform the solicited services. 

The following non-qualifications-based evaluation criteria are permitted under the specified 

conditions and provided the combined total of these criteria do not exceed a nominal value of ten 

percent of the total evaluation criteria to maintain the integrity of a qualifications-based selection: 

1. A local presence may be used as a nominal evaluation factor where appropriate.  This 

criterion shall not be based on political or jurisdictional boundaries and may be applied on 

a project-by-project basis for contracts where a need has been established for a consultant 

to provide a local presence, a local presence will add value to the quality and efficiency of 

the project, and application of this criteria leaves an appropriate number of qualified 

consultants, given the nature and size of the project.  If a consultant outside of the locality 

area indicates as part of a proposal that it will satisfy the criteria in some manner, such as 

establishing a local project office, that commitment shall be considered to have satisfied the 

local presence criteria. 

 

2. The participation of qualified and certified Disadvantaged Business Enterprise (DBE) sub-

consultants may be used as a nominal evaluation criterion where appropriate in accordance 

with 49 CFR Part 26. 

 

D. Evaluation, Ranking, and Selection 

 

1. Consultant proposals shall be evaluated by the City based on the criteria established and 

published within the public solicitation.  

2. While the contract will be with the prime consultant, proposal evaluations shall consider the 

qualifications of the prime consultant and any sub-consultants identified within the proposal 

with respect to the scope of work and established criteria. 
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3. Following submission and evaluation of proposals, the City shall conduct interviews or 

other types of discussions to determine three of the most highly qualified consultants to 

clarify the technical approach, qualifications, and capabilities provided in response to the 

RFP. Discussions may be written by telephone, video conference, or by oral 

presentation/interview. Discussions following proposal submission are not required 

provided proposals contain sufficient information for evaluation of technical approach and 

qualifications to perform the specific project, task, or service with respect to established 

criteria. 

4. From the proposal evaluation and any subsequent discussions which have been conducted, 

the City shall rank, in order of preference, at least three consultants determined most highly 

qualified to perform the solicited services based on the established and published criteria. 

5. Notification must be provided to responding consultants of the final ranking of the three 

most highly qualified consultants. 

6. The City shall retain acceptable documentation of the solicitation, proposal, evaluation, and 

selection of the consultant in accordance with the provisions of 49 CFR 18.42. 

 

E. Negotiation 

 

1. Independent estimate. Prior to receipt or review of the most highly qualified consultant’s 

cost proposal, the City shall prepare a detailed independent estimate with an appropriate 

breakdown of the work or labor hours, types or classifications of labor required, other direct 

costs, and consultant’s fixed fee for the defined scope of work.  The independent estimate 

shall serve as the basis for negotiation and ensure the consultant services are obtained at a 

fair and reasonable cost. 

2. If concealed cost proposals were submitted in conjunction with technical/qualifications 

proposals, only the cost proposal of the consultant with which negotiations are initiated may 

be considered.  Concealed cost proposals of consultants with which negotiations are not 

initiated should be returned to the respective consultant due to the confidential nature of this 

data (as specified in 23 U.S.C. 112(b)(2)(E)). 

3. The City shall retain documentation of negotiation activities and resources used in the 

analysis of costs to establish elements of the contract in accordance with the provisions of 

49 CFR 18.42.  

 

F. Small Purchases 

 

The small purchase method involves procurement of engineering and design related services where 

an adequate number of qualified sources are reviewed, and the total contract costs do not exceed 

an established simplified acquisition threshold.  The City may use the State’s small purchase 

procedures which reflect applicable State laws and regulations for the procurement of engineering 

and design related services provided the total contract costs do not exceed the Federal simplified 

acquisition threshold (as specified in 48 CFR 2.101). When a lower threshold for use of small 

purchase procedures is established in State law, regulation, or policy, the lower threshold shall apply 
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to the use of FAHP funds as allowed by Federal law.  The following additional requirements shall 

apply to the small purchase procurement method: 

 

1. The scope of work, project phases, and contract requirements shall not be broken down into 

smaller components merely to permit the use of small purchase procedures. 

2. A minimum of three (3) consultants are required to satisfy the adequate number of qualified 

sources reviewed. 

3. Contract costs may be negotiated in accordance with State small purchase procedures; 

however, the allow ability of costs shall be determined in accordance with the Federal cost 

principles. 

4. The full amount of any contract modification or amendment that would cause the total 

contract amount to exceed the established simplified acquisition threshold would be 

ineligible for Federal-aid funding. The FHWA may withdraw all Federal aid from a contract 

if it is modified or amended above the applicable established simplified acquisition 

threshold. 

 

G.  Noncompetitive  

 

The noncompetitive method involves procurement of engineering and design related services when 

it is not feasible to award the contract using competitive negotiation or small purchase procurement 

methods. The following requirements shall apply to the noncompetitive procurement method: 

 

1. The City may use their own noncompetitive procedures which reflect applicable State and 

local laws and regulations and conform to applicable Federal requirements. 

2. The City shall establish a process to determine when noncompetitive procedures will be 

used and shall submit justification to, and receive approval from, the FHWA before using 

this form of contracting. 

3. Circumstances under which a contract may be awarded by noncompetitive procedures are 

limited to the following: 

i. The service is available only from a single source; 

ii. There is an emergency which will not permit the time necessary to conduct 

competitive negotiations; or 

iii. After solicitation of a number of sources, competition is determined to be 

inadequate. 

4. Contract costs may be negotiated in accordance with the City noncompetitive procedures; 

however, the allow ability of costs shall be determined in accordance with the Federal cost 

principles. 
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H. Additional Procurement Requirements 

 

1. Common Grant Rule.  

i. The City must comply with procurement requirements established in State and 

local laws, regulations, policies, and procedures which are not addressed by or in 

conflict with applicable Federal laws and regulations (as specified in 49 CFR 

18.36). 

ii. When State and local procurement laws, regulations, policies, or procedures are in 

conflict with applicable Federal laws and regulations, the City must comply with 

Federal requirements to be eligible for Federal-aid reimbursement of the associated 

costs of the services incurred following FHWA authorization (as specified in 49 

CFR 18.4). 

2. Disadvantaged Business Enterprise (DBE) program.  

i. The City shall give consideration to DBE consultants in the procurement of 

engineering and design related service contracts subject to 23 U.S.C. 112(b)(2) in 

accordance with 49 CFR part 26. When DBE program participation goals cannot 

be met through race-neutral measures, additional DBE participation on 

engineering and design related services contracts may be achieved in accordance 

with the City’s FHWA approved DBE program through either: 

a. Use of an evaluation criterion in the qualifications-based selection of 

consultants; or 

 

b. Establishment of a contract participation goal. 

 

ii. The use of quotas or exclusive set-asides for DBE consultants is prohibited (as 

specified in 49 CFR 26.43). 

 

3. Suspension and Debarment. The City must verify suspension and debarment actions and 

eligibility status of consultants and sub-consultants prior to entering into an agreement or 

contract in accordance with 49 CFR 18.35 and 2 CFR part 180. 
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APPENDIX B 

A. Authority 

 The Georgia General Assembly established guidelines and penalties into the Official Code of 

Georgia Annotated (“O.C.G.A.”) which provides that no municipal corporation shall issue 

government purchasing cards or government credit cards to elected officials on or after January 1, 

2016, until the governing authority of the municipal corporation, by public vote, has authorized the 

issuance and has promulgated specific policies regarding the use of such government purchasing 

cards or government credit cards for elected officials of such municipal corporation.  

B. Purpose 

 The purpose of this policy is to set requirements and standards for the City of Forest Park, Georgia 

Purchasing Card Program.  The policy is not intended to replace current State of Georgia statutes 

but is intended to comply with such state laws and establish more efficient guidelines for elected 

officials using such purchasing cards.  At no time should a city issued purchasing card or credit 

card be used for personal purchases regardless of the circumstances.  Utilizing the purchasing card 

or credit card for personal use or for any item or service not directly related to such official’s public 

duty may result in disciplinary action including, but not limited to, felony criminal prosecution.  All 

purchases utilizing a government purchasing card or government credit card must be in accordance 

with these guidelines and with state law.   

C. Scope 

 This purchasing card policy, as required by state law under O.C.G.A. § 36-80-24(c), applies to the 

use of government purchasing cards or government credit cards used by elected officials authorized 

to be issued such government purchasing cards or government credit cards.  The following list of 

officials are authorized by the governing authority of the City to use such government purchasing 

cards or government credit cards and must abide by all of the applicable state laws and this 

purchasing card policy: (1) Mayor; (2) City Councilmembers; (3) City Manager; (4) Finance 

Director; and (5) Procurement manager 

 

D. Public Inspection 

 In accordance with O.C.G.A. § 36-80-24(c) any documents related to purchases using government 

purchasing cards / credit cards incurred by elected officials shall be available for public inspection.  

E.  Transaction Limits 

Transaction limits are hereby established to ensure compliance with state purchasing laws, maintain 

proper budgetary controls, and to minimize excessive use of any individual credit line. Individual 

monthly card limits cannot exceed those established by the municipal governing authority.  The 

established single transaction limit for each card must be less than $1,000.00.  The established 

monthly card limit is based upon the city’s budgetary constraints and is not to exceed $5,000.00 
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per month.  Any exceptions to the standardized limits must have express written approval by the 

municipal governing authority and must be added to this policy by amendment or addendum.  

F.  Purchasing Restrictions 

1. Elected Officials may not use a government purchasing card or government credit card for 

the following: 

i.  Any purchases of items for personal use. 

 

ii. Cash refunds or advances. 

 

iii. Any transaction amount greater than the transaction limits set for by this policy. 

 

iv. Items specifically restricted by this policy, unless a special exemption is granted 

by the municipal governing authority. 

 

v. Alcohol or liquor of any kind.  Such purchases should not be made with the 

purchasing card and may not be reimbursed by the city. 

 

vi. Purchases or transactions made with the intent to circumvent the city purchasing 

policy, transactional limits, or state law. 

 

2. Elected Officials may use government purchasing cards or government credit cards to 

purchase goods and/or services not prohibited by this policy or state law. Such purchases 

include, but are not limited to: 

i.  Purchases of items for official city use which fall within the transactional 

restrictions of this policy. 

 

ii.  Purchase of lodging, fuel, food, non-alcoholic beverages, or education and training 

materials while on city business. 

 

iii.  Emergency purchases necessary to protect city property. 
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APPENDIX C 

 

SOLE SOURCE JUSTIFICATION FORM  

 

Complete this Sole Source Justification form (“Form”) for contracts with a value greater than 

$5,000.00 (for all funds) where competition may be restricted or where multiple proposals were 

not obtained. Completing this form does not guarantee that the proposed vendor will be selected. 

The Procurement manager / City Manager may require additional information. It is the requestor’s 

responsibility to provide all the required information and documentation indicated on this Form.  

 

Requesting Department Name: ____________________________________________________ 

 

Vendor Name: _________________________________________________________________ 

 

 Explanation for Sole Source 

 

Select one or more of the following statements (check the box) to support why the contract request 

attached and noted above should be a sole source purchase. ANY selection requires explanation in 

the additional space provided.  

 

 1. Items sold through Vendor only; no other comparable Vendor available. 

 2. Must match existing piece of equipment. Available only from the same source of original    

equipment.  

 3. Upgrade to existing system. Available only from the producer of this system who sells on 

a direct basis only.  

 4. Repair/Maintenance service requires expertise in operations on unit. Necessary parts 

unavailable from any source except original equipment manufacturer or their designated 

servicing dealer.  

 5. Service(s) provided by the Vendor are unique and therefore competitive bids are not 

applicable as clearly detailed below.  

 6. Other Vendors available, but do not meet end user requirements as clearly detailed below.  

 7. Competitive bidding is possible but will not yield value for reasons clearly defind below.  

 8. Other reason.  

 

Explanation for section (A) is required for ANY selected statement. Information provided might 

include research performed or subject matter expertise detailed to justify the use of this particular 

Vendor. This must clearly indicate why the proposed Vendor is the ONLY Vendor that will meet 

your requirements. (Please attach documents if additional space is required).  
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End user explanation: Facilities Contracts Attestation: 

 I agree with the explanation provided for the 

following reason(s): 

 

 

 

 

 

 

 

 

 

 

 Establishment of the Reasonableness of the Price 

 

Select one or more of the following statements (check the box) to indicate why you feel the 

accepted non-competitive price was fair and reasonable. ANY selection requires explanation in 

the additional space provided.  

 

 1. The quoted prices compare favorable to market prices, or to previous prices obtained 

and found to be fair and reasonable, which were paid for the same or similar items on: 

Date: __________________________ Contract No.: _______________________ 

 

 2. The Vendor has certified that the prices offered are equal to or lower than those offered 

to any government agency or private institution for both like items/services and quantities. 

(Includes published educational discounts).  

 

 3. Independent sources indicate that this price is reasonable (i.e. Public Contracts, etc.) 

 

 4. Other reason. 

 

Explanation for section (B) is required for ANY selected statement. Information provided might 

include a catalogue price page, pricing for similar products or other price comparison information 

gathered to justify price reasonableness.  

 

 

 

 

 

 

 

Please attach any additional justification that would support the above explanations. 
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I certify that to the best of my knowledge I have investigated and found that the above reasons and 

explanations justify this contract request as a sole source procurement, and that price 

reasonableness is adequately confirmed. I am the individual who has gathered and provided this 

detailed information and any further questions regarding these details can be directed to my 

attention.   

 

Signature: ________________________________      Date: ____________________________ 

 

Print Name: _______________________________      Title: ____________________________ 

 

E-mail: ___________________________________      Phone # __________________________ 

 

 

 

 

Procurement Manager’s Attestation: 

 

 Justification appears appropriate. 

 

 Justification appears inappropriate. Department representative has been advised the status 

of the order. Explanation is attached.  

 

 

 

Procurement Manager’s Approval ________________________________ 

 

Date _____________________________________________________ 
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APPENDIX D 
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APPENDIX E 

 

PURCHASING CARD POLICY 
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STATE OF GEORGIA 

CITY OF FOREST PARK 

COUNTY OF CLAYTON 

 

ORDINANCE 2024-___ 

 

AN ORDINANCE BY THE MAYOR AND CITY COUNCIL OF THE CITY OF FOREST 

PARK, GEORGIA TO AMEND TITLE 3 (FINANCE) CHAPTER 1 (PROCUREMENT) IN 

THE CITY’S CODE OF ORDINANCES AND TO ADOPT A NEW COMPREHENSIVE 

PURCHASING POLICY MANUAL; TO PROVIDE AN ADOPTION DATE; TO PROVIDE 

AN EFFECTIVE DATE; AND FOR OTHER LAWFUL PURPOSES.  

  WHEREAS, the duly elected governing authority of the City of Forest Park, Georgia (the 

“City”) is the Mayor and City Council thereof; and 

WHEREAS, section 36-35-3 of the Official Code of Georgia Annotated (O.C.G.A.) 

provides cities the power to adopt clearly reasonable ordinances, resolutions or regulations 

relating to the cities’ property and affairs; and  

WHEREAS, the City Council finds it necessary to adopt a new comprehensive purchasing 

policy and amend related ordinances to reflect the new policies.  

Section One. The text codified in Title 3 (Finance), Chapter 16 (Procurement) in the Code 

of Ordinances of the City of Forest Park, Georgia is hereby amended to be read and codified as 

set forth in Exhibit A attached hereto and incorporated herein. 

Section Two. The Purchasing Policy Manual as set forth in Exhibit B attached hereto and 

incorporated herein is hereby adopted and shall take effect on December 1, 2024. 

Section Three. The preamble of this Ordinance shall be considered to be and is hereby 

incorporated by reference as if fully set out herein.   
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Section Four. (a) It is hereby declared to be the intention of the Mayor and Council that all 

sections, paragraphs, sentences, clauses and phrases of this Ordinance are or were, upon their 

enactment, believed by the Mayor and Council to be fully valid, enforceable and constitutional.  

(b) It is hereby declared to be the intention of the Mayor and Council that, to the greatest 

extent allowed by law, each and every section, paragraph, sentence, clause or phrase of this 

Ordinance is severable from every other section, paragraph, sentence, clause or phrase of this 

Ordinance. It is hereby further declared to be the intention of the Mayor and Council that, to the 

greatest extent allowed by law, no section, paragraph, sentence, clause or phrase of this Ordinance 

is mutually dependent upon any other section, paragraph, sentence, clause or phrase of this 

Ordinance.  

(c) In the event that any phrase, clause, sentence, paragraph or section of this Ordinance 

shall, for any reason whatsoever, be declared invalid, unconstitutional or otherwise unenforceable 

by the valid judgment or decree of any court of competent jurisdiction, it is the express intent of 

the Mayor and Council that such invalidity, unconstitutionality or unenforceability shall, to the 

greatest extent allowed by law, not render invalid, unconstitutional or otherwise unenforceable any 

of the remaining phrases, clauses, sentences, paragraphs or sections of the Ordinance and that, to 

the greatest extent allowed by law, all remaining phrases, clauses, sentences, paragraphs and 

sections of the Ordinance shall remain valid, constitutional, enforceable, and of full force and 

effect.  

Section Five. All ordinances and parts of ordinances in conflict herewith are hereby 

expressly repealed.  

Section Six. This Ordinance shall be codified in a manner consistent with the laws of the 

State of Georgia and the City.  
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Section Seven. The effective date of this Ordinance shall be the date of adoption unless 

otherwise stated herein. 

Section Eight. The City Clerk, with the concurrence of the City Attorney, authorized to 

correct any scrivener’s errors found in this Ordinance, including any exhibits, as enacted. 

ORDAINED this 21st day of October, 2024. 

 

      CITY OF FOREST PARK, GEORGIA 

    

      _______________________________ 

      Angelyne Butler, Mayor 

 

ATTEST: 

 

 

 

_____________________________ (SEAL) 

Randi Rainey, City Clerk 

 

 

APPROVED AS TO FORM: 

 

 

 

_____________________________ 

City Attorney 
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EXHIBIT A 

CHAPTER 1. PROCUREMENT 

Sec. 3-1-1. Scope. 

This chapter shall govern all acquisitions and dispositions by the City of Forest Park of commodities, equipment 

and services and all related contracts and agreements including those that may generate revenue.  

Sec. 3-1-2. Application of federal and state law. 

It is intended that this chapter shall conform to all applicable provisions of the laws of the United States and of 

the State of Georgia, and the provisions hereof shall be so construed wherever possible. In the event any portion of 

this chapter shall be declared invalid for its failure to conform to state or federal law, such invalidity shall not affect 

the remaining portions hereof. Notwithstanding any other provision of this chapter, the city may enter into any 

contract, follow any procedure, or take any action that is otherwise at variance with this chapter if necessary or 

convenient to receiving funds from the government of the United States or the State of Georgia.  

Sec. 3-1-3. Public access to procurement information. 

Interested persons shall have access to information regarding procurement transactions of the City of Forest 

Park in accordance with city policy and the Georgia Open Records Act, O.C.G.A. § 50-18-70 et seq.  

Sec. 3-1-4. Purchasing Policy Manual.  

 The procurements of the City shall be governed by a purchasing policy manual (“Manual”) as adopted from 

time to time by the City Council via ordinance. The Procurement Manager shall maintain a copy of the current Manual, 

which shall be made available to the public upon request in accordance with Sec. 3-1-4. All amendments to the Manual 

shall be approved by the City Council, with the exception of non-substantive changes and revisions to purchasing 

procedures, which are subject to the discretion of the Procurement Manager.  
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EXHIBIT B 

 

Purchasing Policy Manual 
 

[ATTACHED] 
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Purchasing Card Policy     

 

 
 
 

City of Forest Park, Georgia 
Adopted by Mayor and Council on mm-dd-2024 
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Purchasing Card Policy for City Employees 2 

 

 

I. Program Overview and Purpose 
 

The purpose of the Procurement Card (P-Card) Program is to establish a faster, more cost-effective 
method for authorized employees to make purchases of supplies, materials, equipment, and services for 
City business use. The program streamlines payments by reducing the administrative burdens and costs 
associated with traditional methods of payment. 

 
The City of Forest Park P-Card Policy establishes minimum standards for use of the P-Card in order to 
ensure compliance with purchasing policies and procedures. The City of Forest Park Procurement Code 
Ordinance and all related policies and procedures apply to the use of the P‐Card. The P‐card serves as a 
means of payment, not as an alternative to the City’s purchasing policies and procedures. 

 
 

In 2015, the Georgia General Assembly established penalties into the Official Code of Georgia Annotated 
(O.C.G.A. § 16-9-37) regarding the misuse of government p-cards. 

 
(b) Any person who has been issued or entrusted with a financial transaction card by a government 
for specifically limited and specifically authorized purposes, provided such limitations and 
authorizations are in writing, and who uses the financial transaction card in a manner and for 
purposes not authorized shall be punished as provided in subsection (b) of Code Section 16-9-38. 

 

Code Section 16-9-38 specifies that “a person subject to punishment under this subsection shall be guilty 
of a felony and shall be punished by a fine of not more than $5,000.00 or imprisonment for not less than 
one year nor more than three years, or both.” 

 

 
Under this program, the P-Card is the only authorized card for use by city employees. P-Cards can only be 
used for official City of Forest Park business. Cards must be surrendered and  accounts closed upon termination 
of employment for any reason or upon demand by The City of Forest Park. 
 
All City Departments will designate one P-card Liaison to serve as the primary point of contact wiith the Finance 
Department. Departments should also ensure that a Backup Liaison is designated and trained. P-card Liaisons 
will also be responsible for the administration of the P-card Program within their respective department, 
including card administration, account maintenance and monthly billing statement reconciliation. 
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II. Use of P-Card for Personal Purchases Prohibited 
 

Under no circumstances is a cardholder permitted to use the P-Card for personal purchases. Personal 
purchases are defined as the purchase of goods or services intended for non-work related use or for use 
other than official City business. Cardholders that unintentionally violate this rule shall notify the 
Department Liaison, complete the required documentation, and reimburse the City immediately. 
Unintentional violations of this rule shall be subject to the Progressive Discipline Guidelines noted later in 
this policy. 

 
If a violation is determined to be intentional, the cardholder shall be subject to disciplinary action, up to 
and including termination from City employment and criminal prosecution. 

 
Any person who knowingly, or through willful neglect, approves personal or fraudulent purchases shall be 
subject to the same disciplinary actions as the cardholder. 

 

III. Program Administration 
 

A. Card Order Request 

 
To be eligible for a P-Card, the applicant must be an employee of The City of Forest Park. Department Heads   
approve P-cards for their employees based on the applicant’s job responsibilities and their need to make 
purchases. The issuance of P-cards should be reserved for those employees whose job duties regularly 
require the purchase of goods and services. Employees who require only the occasional use of a P- card 
should coordinate purchases through their Department’s P-card Liaison. 

 

To begin the application process, a P-card Application is completed by the Department Head or 
Department Liaison, signed by the Department Director then forwarded to the P-card Coordination Team 
for review. The P-card Coordinator then submits the application to the Finance Director and City 
Administrator for final approval. The approved application is returned to the P-card Coordinator for 
processing and the card mailed to the P-card Coordinator in 7 to 10 business  days. 
 
B. Card Issuance 

 
The P-card Coordinator notifies the cardholder and the cardholder’s Department Liaison when the   card is 
received. The P-card Coordinator is responsible for scheduling an appointment with the cardholder to pick 
up the new P-card, sign The City of Forest Park Cardholder P-card Agreement, and attend training. The 
cardholder is responsible for familiarizing himself/herself with the     P-Card Policy. 

 
C. Card Profiles 

 
Each card is assigned a single profile. The profile specifies the Single Transaction Limit (STL), the Credit 
Limit (CL), and the Merchant Category Codes (MCC) that are permitted on the card. The Finance Director 
may develop a series of predefined card profiles that Department Heads may request be assigned to a 
cardholder. Deviation from the predefined card profiles, if provided, requires the approval of the Finance 
Director and City Administrator. Card profile options will be noted on the P-card Application. 

 

If it is determined that a cardholder’s card limits are restricting purchases that are required to perform 
job responsibilities, the Department Head may request an increase or decrease of the cardholder’s card 
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limits. To request changes in a cardholder’s credit limit and/or single transaction limit, a Cardholder 
Change Form must be completed and signed by both the cardholder and the Department Head. The 
completed and signed change form is then forwarded to the P-card Coordinator for review. The  P-card 
Coordinator then submits the Cardholder Change Form to the Finance Director and City Administrator for 
approval. If approved, the form is processed by the P-card Coordinator and is effective immediately. 

 

D. Lost or Stolen Cards 

 
Cardholders are required to immediately report any lost or stolen P-card directly to the bank.  The City of 
Forest Park is liable for all charges on the card until the lost or stolen card is reported to the Bank. 

 
At the first opportunity during normal business hours the cardholder must promptly notify his/her 
Department Head and the Department Liaison (or the Backup Department Liaison should the Department 
Liaison be absent) about the lost or stolen card. The cardholder must also advise the Liaison if the Bank 
informed the cardholder that a replacement card would be processed. 

 
The Department Liaison or backup must promptly notify the Finance Director and P-card Coordinator of 
the lost or stolen card and if the Bank advised the cardholder that a replacement card would be processed. 

 

The Finance Director or P-card Coordinator will be responsible for ordering a replacement card in such 
cases when the Bank did not process a replacement card at the time the cardholder reported the lost or 
stolen card. 

 
The cardholder should notify all merchants who have the card number on file to flag their records that 
the card was lost or stolen. 

 
E. Card Cancellation 

 
The P-card and the signed Return Card Acknowledgement Receipt form must be returned to the 
Department Liaison when an employee is terminated from employment, submits their notice of 
separation from The City of Forest Park, transfers to another department, or loses their purchasing card 
privileges for any other reason. Transfers within the same department may also require cancellation of 
the card if the cardholder’s job responsibilities change and they no longer require the need for a P-card. 
Prior to the employee’s last date of employment or transfer, the employee must sign and deliver all 
outstanding P-card receipts to their assigned P-card Liaison. The Department Liaison will submit the P- 
card and the signed Return Card Acknowledgement Receipt form to the P-card Coordinator. A copy of the 
signed form will be provided to the employee and a copy retained for the Department’s file. The original 
will be kept in the employee’s P-card file in the Finance Department. 

Page 284

Item #9.



Purchasing Card Policy for City Employees 5 

 

 

IV. Program Roles and Responsibilities 
 

A. Department Head 
 

Department Heads are responsible for ensuring the integrity of the P-card Program within their 
Department by upholding City policies and procedures. All Department Heads are responsible for 
overseeing P-card activity and must have an understanding of the rules and regulations as contained in 
The City of Forest Park Purchasing Policy and purchasing procedures. While the Department Head holds 
the responsibility of oversight, the administration of the day-to-day activity and usage of the P- card will 
be managed through the designation of one or more Department Liaisons. 

 
Department Head responsibilities include: 

 
1. Maintain knowledge of City of Forest Park P-card Policy and Procedures and all other City of Forest 

Park policies and procedures to effectively oversee P-Card activity of the cardholders within their 
department. 

2. Designate a Department Liaison(s) to manage the day-to-day activity and usage of the card. A 
back-up Liaison should also be designated and cross-trained. 

3. Request P-Cards for employees in their department by submitting a signed P-card Application 
form to the P-card Coordinator for processing. 

4. Request changes in credit limits, within the guidelines contained in the P-card Policy, by 
submitting a signed P-card Cardholder Change form to the P-card Coordinator for processing. 

5. Review and approve cardholders’ monthly transaction activity as part of the monthly approval 
process. 

6. Promptly report any erroneous use of the P-card to the P-card Coordinator. 
7. Ensure that appropriate disciplinary actions are taken for violation of P-Card Program policies and 

procedures. 
8. Ensure P-cards are collected from cardholders upon termination, resignation, transfer, or when 

purchasing privileges are lost due to disciplinary action and that upon relinquishing P-Cards, 
cardholders sign the Return Card Acknowledgement Receipt. 

 
B. Department Liaison 

 
Department Liaisons are assigned the responsibility of managing the day-to-day P-Card activities and 
usage of the cardholders in their department. Secondary Department Liaisons should also be designated by 
each Department Head. The secondary Department Liaisons are designated as back up to the Department 
Liaison and have the same responsibility to manage the day-to-day P-Card usage and activities of the 
cardholders in their department in the Department Liaison’s absence. 

 

Department Liaison responsibilities include: 
 

1. Maintain knowledge of City of Forest Park P-card Policy and all other City of Forest Park policies 
and procedures to effectively manage the day-to-day P-card activity and usage. 

2. Monitor transactions and account activity weekly to ensure that all purchases are for legitimate 
City of Forest Park business use. Transactions must be reviewed/reconciled weekly to identify 
misuse or fraud and is necessary to qualify for the liability protection included with the P-Card 
Program. 
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3. Collect all invoices/packing slips/charge slips/cash register receipts and phone/mail/fax/internet 

order forms and confirmations from assigned cardholders. 
4. Complete the monthly reconciliation process: 

a. Review and reconcile each assigned cardholders’ invoices/receipts to their respective 
card statement. 

b. Scan and attach all receipts and other related documentation to each cardholders’ 
monthly statement in Munis.  

c. Review all documentation to ensure: 
i. Invoices/receipts are signed by the cardholder; 
ii. Completed, signed, and approved Missing Receipt Affidavit are included when a 

cardholder does not have an itemized receipt or invoice documenting the 
purchase; 

iii. State Sales and Use Tax was not charged; 
iv. Purchases were for legitimate City business use; 
v. Completed, signed, and approved Misuse forms are included along with evidence 

of reimbursement for any purchase made for personal or other than City of Forest 
Park business use. 

d. Review and update, if necessary, the description and account code for each transaction.  
5. Identify transactions which were erroneously charged sales tax and work with the cardholder to 

have vendor credit their account. 
6. Attempt to resolve any disputes with a vendor that have not been resolved by cardholder. 
7. Notify P-card Coordinator within 5 days of any unresolved disputes, noting the reason for 

dispute and a brief statement of steps taken. 
8. Promptly notify P-card Coordinator of lost or stolen cards. 
9. Collect P-card from cardholder and obtain cardholder’s signature on the Return Card 

Acknowledgement form when cardholder is terminated, submits a notice of separation, is 
transferred to another department, transferred to another job within the department that does 
not require P-card privileges, or when cardholder loses P-Card privileges as a result of disciplinary 
action. 

10. Promptly notify P-card Coordinator to cancel a cardholder’s card for employment termination, 
resignation by separation notice, transfer to another department, transfer to another job 
within the department that does not require P-card privileges, or for any other loss of P-card 
privileges as determined by the Department Head. Forward cancelled P-card along with the 
signed Return Card Acknowledgement form to the P-card Coordination Team. 

11. Review new P-Card Application forms and Cardholder Change forms for completeness and 
forward to P-card Coordinator for processing. 
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C. Cardholder 
 

All cardholders are purchasing agents for The City of Forest Park. Accordingly, all cardholders must have a 
minimum understanding of City Procurement rules and regulations as contained in The City of Forest Park 
Purchasing Policy and purchasing processes. Cardholders must also be familiar with The City of Forest Park 
Human Resources Policies & Procedures Manual, Chapter II ‐ Ethics and Conduct, and provisions of 
O.C.G.A. §45-10-3 regarding public officers and employees code of ethics and conflicts of interest. 

 
Cardholder responsibilities include: 

 
1. Maintain knowledge of City of Forest Park P-Card Policy and all other City of Forest Park policies 

and procedures. 

2. Maintain security of the card, the account number, expiration date, and security code at all times.  
3. Ensure all purchases are only for legitimate City business purposes and allowable purchases 

according to City Procurement Policy and P-Card Program policies. Misuse (inappropriate, 
unauthorized, or fraudulent use) of the card may subject the cardholder to disciplinary action, 
criminal prosecution, and/or termination of City of Forest Park employment. 

4. Ensure all purchases comply with the City Procurement Code Ordinance and/or Procurement 
Policy which sets a no bid limit and requirements concerning Competitive Bidding. 

5. Adhere to the purchase limits and restrictions of the P-card and ensure that all purchases are 
within all other spending and vendor guidelines established by The City of Forest Park. 

6. Obtain “best value” for the City when making purchases with the P-card. 
7. Ensure that the P-card is only used by the approved cardholder. Use by anyone other than the 

approved cardholder is strictly prohibited. The P-card is not transferable between cardholders or 
department personnel. 

8. Obtain all vendor invoices, packing slips, cash register receipts and charge slips and for 
phone/fax/internet/mail purchases, print or make a copy of the order form. The cardholder must 
sign each receipt before submitting to Department Liaison to signify their approval of the 
transaction. 

i. If receipt/invoice has been lost and a duplicate cannot be obtained, complete and 
sign a Missing Receipt Affidavit in lieu of receipt and provide to Department Liaison 
for scanning into Munis. 

ii. Use of the form more than three times in one fiscal year may result in suspension of 
P-card privileges or other progressive discipline. 

9. Attempt to resolve a dispute or billing error directly with the vendor. If a cardholder cannot 
resolve the dispute or error with the vendor directly, then the cardholder shall complete a 
Commercial Card Claims Statement of Disputed Item form and forward the original to the 
Procurement Card Coordinator and a copy to their Department Liaison. The cardholder must also 
ensure that an appropriate credit for the reported disputed item(s) or billing error appears on the 
statement in the current or subsequent P-Card cycle. If the credit is not in the current cycle, the 
information must be documented on the Payable Allocation Report or Activity Log. Under no 
circumstances shall cash be accepted in lieu of a credit to the P-Card account. 
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10. Report a lost or stolen P-card immediately to the Bank (24 hours a day, 365 days a year). The 
Department Liaison must also be notified of the lost or stolen  P-card at the first opportunity during 
business hours. 

11. Return P-card and complete Return Card Acknowledgement Receipt form immediately when 
terminating employment, transferring to another Department, or upon request to forfeit card. 

 
D. City Administrator & Finance Director 

 
The City Administrator and Finance Director are responsible for establishing overall policies and 
procedures to ensure the integrity of the P-card Program throughout the City. Primary roles and 
responsibilities include: 

 
1. Establishing card limits and allowable merchant category codes 
2. Providing final review of 

a. P-card Applications 
b. Requests for changes in card limits and merchant category codes 
c. Monthly P-card Statement and Certification 

3. Reviewing P-card policy violations and determining disciplinary action based upon P-card Policy 
and Human Resources Policies and Procedures. 

 

V. Use of the Card 
 

A. Cardholder Liability 
 

The P-card is a “corporate” charge card that will not affect the cardholder’s personal credit; however, it is 
the cardholder’s responsibility to ensure that the card is used within the guidelines of the P-card Policy 
and all other City of Forest Park policies and procedures. 

 

The City of Forest Park will not accept liability or financial responsibility for unauthorized use of P-cards, 
i.e. fraudulent use of account numbers, lost or stolen P-cards, and purchases made for personal use. 

 
Failure to comply with the P-Card Program guidelines may result in permanent revocation of the card, 
notification of the situation to the City Manager, and further disciplinary measures that may include 
termination. 

 
B. Purchasing Rules 

 

The P-card is only a method for paying for purchases with making a credit card in lieu of a Purchase Order (PO). 
All purchases made with the P-card must be for official City of Forest Park business. Only the employee 
whose name appears on the face of the P-card is authorized to initiate transactions with the card. Use of 
the card by any other person is considered misuse of the card, even if the purchase is for legitimate City 
of Forest Park business. Use of the card for personal purchases is strictly prohibited and will result in 
disciplinary action, which may include termination of employment and criminal prosecution. All City of 
Forest Park procurement rules apply when using the purchasing card. 
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I. Purchases Under $1,000 
 

The purchasing of goods and services under $1,000.00 (cumulative) may be made using the P-Card.   
 

II. Splitting Orders 
 

The splitting of orders to remain under the “no bid limit” or the single transaction/monthly credit limit is 
strictly prohibited. Likewise, purchasing similar items from several vendors or two or more cardholders in 
the same department purchasing similar items to remain under the no bid limit or p-card limit is also 
prohibited. 

 

III. Purchasing Thresholds 
 

Use of the P-card is authorized for purchases up to the “no bid limit” which shall coincide with the single 
transaction limit for all cards. Purchases over the “no bid limit” shall be authorized by the Finance Director 
and/or City Administrator and processed by the Finance Department. 

 
Although each purchasing card is set with specific transaction limits, the cardholder is required to follow 
the policies established in Section IV.B of The City of Forest Park Purchasing Policy, including the 
requirement for three (3) quotes on purchases of $3,000.00 and above. 

 

IV. City of Forest Park or State of Georgia Contracts 
 

Purchases made using a City of Forest Park or State of Georgia contract and exceeding $3,000.00 shall 
be     authorized by the Finance Director and/or City Administrator and processed by the Finance 
Department. 

 

V. Recycled Material 
 

Cardholders must adhere to the Purchasing Policy for promoting sustainability through the purchasing 
process. 

 
C. Allowable Purchases 

 
The P-card can be used for official purchases of supplies, materials, equipment, or services, where not 
otherwise prohibited or restricted. All purchases must be within assigned spending limits and follow the 
policies established in The City of Forest Park Purchasing Policy and the P-Card Policy. The City 
Administrator, with the concurrence of the Finance Director, may approve purchases in exceptional 
circumstances that exceed the limits established in this Policy when deemed in the best interest of the 
City. 

 

Allowable purchases include: 
 

1. Supplies, materials, goods, and services up to the cardholder’s approved Single Transaction Limit 
and/or approved cycle Credit Limit which are not otherwise excluded in the Prohibited Purchases 
section. 

2. Memberships for professional organizations that support a City employee’s assigned job duties. 
Employees must obtain prior approval from a supervisor and/or Department Head. Department 
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Liaisons should ensure that membership charges are allocated to account number 523600 (Dues 
and Fees). Receipts must also reflect the start and end date of the membership period. 

3. Conference/Training fees, Airline tickets, lodging, and vehicle rental with prior Department 
Director approval for City personnel traveling on official City business for which the per diem rate 
does not apply. Use of P-card for travel and conference/training expenses must comply with The 
City of Forest Park Policy and Procedures for Conferences, Training and other Related Travel. 
Department Liaisons should ensure that all training and travel charges are allocated to the 
appropriate account number (Travel = 523500; Education & Training = 523700). 

4. Small recurring charges under certain guidelines: 
a. Made by agreement between the cardholder and the vendor in coordination with 

       Accounts Payable Division and approved by the Department Head; 
b. Annual fee is broken down into a monthly charge and there is no monthly invoice or 

receipt to substantiate the monthly charge; 
c. The cumulative annual expenditure shall not exceed $50,000 or the threshold for 

formal bids, whatever is greater.  
d. The Accounts Payable Division will maintain a log of approved recurring p-card 

transactions and will provide a list to Procurement, Department Heads and Liaisons on an 
annual basis. 

e. Small Recurring P-Card Expenditure form must be completed by cardholder. The form along 
with a copy of the agreement must accompany the monthly statement reconciliation in 
Munis when the first charge is made against the P-card. Subsequent  charges during the 
agreement period will not require paperwork to be submitted. 

 
D. Prohibited Purchases 

 

The following types of purchases are prohibited by City policy: 
 

1. Personal purchases of any kind including those for the personal benefit of another individual. 
2. Cash back with a purchase, cash advances including use of the card, card number or account 

number at ATMs, inside bank branches or at cash advance, quasi-cash and money transfer 
locations such as Western Union, Telecheck, etc. 

3. Gift cards, without prior approval of a Department Head. 
4. Stored value cards, calling cards, pre-paid cards, traveler’s checks, money orders or similar 

products. 
5. Entertainment. 
6. Alcoholic beverages. 
7. Fax machines and copiers. 
8. Firearms, ammunition, explosives. 
9. Expenses for which per diem rate applies. (See City of Forest Park Policy and Procedure for 

Training  and Related Travel) 
10. Unauthorized computer equipment including all printers, cell phones/PDA, tablet computers, 

computer memory, flash drives, external hard drives, or software of any kind that is licensed or 
requires installation. 

11. Unauthorized purchases also include purchases generally considered legitimate that are 
disallowed or not approved by cardholder’s supervisor. 

12. Additional item(s) expressly prohibited by other City of Forest Park policies and procedures. 
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E. Sales Tax Exemption 
 

Purchases made in Georgia are exempt from Georgia Sales Tax. Cardholders should use the State of 
Georgia Sales and Use Tax Certificate of Exemption as documentation. Purchases made in other states are 
subject to that state’s sales tax. Cardholders are responsible for ensuring that merchants do not charge 
tax. If taxes are charged, the cardholder must contact the merchant to obtain a credit to the account. 
Documentation of attempts to obtain credit for any State Sales Tax charged in error must be maintained 
with the documentation for the transaction where the tax was charged. Taxes cannot be disputed with 
the Bank. EXCEPTION: Purchases in restaurants only are not required to have sales tax removed due to 
the varying ability of restaurants to exempt sales tax. Cardholders may still attempt to have sales tax 
removed, however, if unsuccessful, the transaction will not be considered a policy violation. 

 

F. Making Purchases 
 

Purchases may be made in person, by phone, fax, e-mail, Internet, or mail. If the purchase is made via the 
Internet, make sure it is a secure site. Look for “https” in the URL and check for the lock or key icon  in the 
Security Status bar in the Address bar (do not enter confidential information if there is no lock or key icon 
on the Address bar). You should be confident that the site is using your information properly and in a 
secure manner before providing any information. 

 

When making a purchase by fax, call the merchant and provide the card number over the phone instead 
of including it on the fax documentation. If the card number is provided over the telephone, the 
cardholder should be alert to others in the surrounding area that may hear the card information. 

 
When making a purchase or placing an order using the P-card, remember the following: 

 

1. Provide the merchant with the Tax ID number and/or Sales and Use Tax Certificate of Exemption; 
2. Take advantage of any government discounts or price agreements, if applicable; 
3. Supply your cardholder name and expiration date of the card; 
4. Provide delivery instructions; 

5. Obtain receipts/invoices showing the details and pricing for each item ordered; 
6. Do not split orders or purchase the same item from several vendors to circumvent the $3,000.00 

no bid limit. (Cost of freight should be included in total purchase amount when considering the 
No Bid Limit.) 

 

G. Documentation of Transactions 
 

The cardholder is responsible for ensuring that every transaction has valid supporting documentation. The 
nature of the goods or services received will determine what information the invoice or receipt must 
contain. However, all invoices should contain basic information about the transaction. These are: 

 

1. Vendor or merchant name 
2. Transaction date 
3. Line item information 

i. Quantity 
ii. Description 
iii. Unit Price 
iv. Line Price (quantity x unit price) 
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4. Total invoice amount 
5. Confirmation of receipt of goods or services 

i. If the documentation is a cash register receipt, then the cardholder’s signature 
must be on the receipt. The signed charge transaction slip must also be signed 
and attached to the cash register receipt. 

ii. If the items were shipped, the receiving employee must sign the packing slip 
and the invoice if it comes in the shipment and forward this documentation to 
the cardholder. The cardholder must then forward the signed packing slip, 
invoice and all other pertinent documentation to the Department Liaison. 

 

H. Missing Receipt/Invoice 
 

Should a receipt or invoice be lost or unobtainable from vendor, the cardholder must complete a Missing 
Receipt/Invoice Affidavit and forward it to the Department Liaison. Refer to the Progressive Discipline 
Guidelines found  at the end of this policy for consequences of failing to obtain a receipt/invoice. 

 

I. Credits 
 

If cardholder returns merchandise a credit should be issued to the cardholder’s P-card and a credit receipt 
obtained. Under no circumstances should a cardholder receive cash or a credit voucher. The cardholder 
should contact the vendor first to obtain the credit and ensure the credit is applied. If the vendor refuses 
to issue a credit to the cardholder’s account, the next step would be to file the Disputed Item form for 
disputed items. Cardholders should avoid merchants with restrictive merchandise return policies. 

    

J. Disputes 
 

A cardholder should attempt to first resolve a dispute or billing error directly with the vendor. If the vendor 
agrees to issue a credit, the cardholder must ensure that an appropriate credit for the reported disputed 
item(s) or billing error appears on the current or subsequent P-Card statement cycle. The cardholder 
should also complete the required documentation and forward to the Department Liaison. 

 
If the cardholder cannot resolve the dispute with the vendor directly, then the cardholder should contact 
the Bank. A dispute should be filed within 60 days of the transaction date. Cardholders should also 
complete the Disputed Item form and forward a copy to the Department Liaison. 

 

Examples of transactions that should be disputed include: 
 

1. Unauthorized charges 

2. Differences between the amount authorized and the amount charged 
3. Duplicate charges 
4. Failure to receive goods 
5. Returned goods that were not credited 
6. Unrecognized charges 
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K. Fraudulent Charges 
 

When a cardholder determines possible fraudulent charges on their card, they must promptly be reported 
to the Department Liaison who in turn, promptly notifies the Finance Director. The P-card Coordinator 
will report the fraudulent incident(s) to the Bank and request that the card be canceled, and a new card 
issued.  The card is cancelled, and a new card and number is issued to the cardholder. A provisional credit 
is usually applied to the account. 

 

L. Card Security 
 

Cardholders should always treat the City of Forest Park P-card with at least the same level of care as one 
does their own personal credit cards and in accordance with this policy. The card should be maintained 
in a secure location and the card account number should be carefully guarded. The only person entitled 
to use the card is the person whose name appears on the face of the card. The card may not be lent to 
another person for any reason. However, a cardholder may use his or her card to make purchases on 
behalf of the City of Forest Park staff. 

 

VI. Documentation 
 

A. Program Documentation 
 

At the close of the monthly billing cycle, the monthly statement for all cardholders will be emailed to each 
director. Statements will progress through a predefined workflow approval process. Throughout the 
preceding month, cardholders should be forwarding signed vendor invoices/packing slips/cash register 
receipts/charge transaction slips to the Department Liaison. The Department Liaison will reconcile the 
submitted documents of assigned cardholders to the monthly statement. The Department Liaison 
approves the statements to confirm review and reconciliation. 

 

B. Statement Reconciliation 
 

The Finance Team reviews each cardholder’s monthly statement and related documents to substantiate 
the P-card statement charges. Additional reviews may be conducted by the Accounting & Procurement 
Divisions.  

 

C. Records Retention 
 

The Office of the Secretary of State maintains the official Records Retention Schedule for the State of 
Georgia. This information is available on their website at www.sos.georgia.gov by searching for Records 
Retention schedule. 

1. Documents related to transactions are account records and must be maintained according to the 
requirement of Accounts Payable Files. 

2. Documents related to the issuance of cards to employees are accounting records and must be 
maintained according to the requirements of Credit Card Administration Records. 
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VII. Program Compliance 
 

A. Internal Controls 
 

An internal control structure is established to ensure compliance with City Ordinances, City Purchasing 
Policy, P-card Policy, and all other City of Forest Park policies and procedures. 

 
Internal controls include: 

1. Appropriate separation of duties between making transactions (cardholders), review and 
approval of transactions for payment (approving officials), and payment of monthly billing 
statement (accounts payable). 

 
2. Appropriate hierarchical review and approval of purchases by someone with supervisory 

authority over the cardholder and/or the authority to question purchases if needed. 
 

B. Internal Audits 
 

I. Monthly Reviews 
 

At the end of each billing cycle and reconciliation process, the P-card Coordinator will review and log all 
exceptions and/or offenses. The monthly log will be forwarded to each Department Liaison and 
Department Head. The Department Liaison will be responsible for working with cardholders to remedy,  if 
possible, the recorded exceptions. 

 
P-card exceptions that result in a violation will also be documented each month. Notification will be sent 
to the cardholder, Department Liaison, and Department Head. The P-card Coordinator will be responsible 
for enforcing the Progressive Discipline Guidelines. 

 

II. On‐site Reviews 
 

The Finance Team will conduct random audits to ensure compliance with the City’s Purchasing Card 
policies and procedures. The review will be based on selected transactions and a periodic visual review of 
the purchased item if applicable. Upon request, the Department Liaison will assist the P-card Coordinator 
with the location of the purchased item. 

 

The P-card Coordinator may also make recommendations to the cardholder, Department Liaison, and/or 
Department Head to improve various components of the P-card process. Continuous deficiencies in 
administering components of the P-card Program may result in disciplinary action up to revocation of P-
card eligibility. 

 
C. Disciplinary Action for Violations 

 
When a serious Purchasing Card exception or violation is discovered, the Finance Team will investigate 
the surrounding circumstances and provide findings to the Finance Director, Department Head, and 
Department Liaison. Disciplinary consequences will be based upon the Human Resources and P-card 
Policies and Procedures. The Finance Director, in coordination with Human Resources, will notify the 
Department Head and City Administrator of the recommended disciplinary actions. 
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PURCHASING CARD (P-Card) ‐ PROGRESSIVE DISCIPLINE GUIDELINES (Within A Fiscal Year) 
(Department Head & Liaison Notified with each Offense) 

 

 

Offense 
 

1st Offense 
 

2nd Offense 
 

3rd Offense 

 

Missing/Invalid Receipts 
(includes paying sales tax, no 

signature on receipt) 

 

Violation Form 
filed after 2 
occurrences 

 

Suspension of  
p-card  for 3 month 

after 3  
occurrences 

 

Revocation from p-
card privileges and 

purchasing functions 

 

Splitting purchase willfully 
Suspension of  

p-card  privileges 
for 6 

months 

 

Revocation from 
p-card privileges 
and purchasing 

functions 

 
*Termination 

 

Inappropriate/Unauthorized 
purchase (including 

unintentional personal use) 

 

Violation Form 
filed and 

reimbursement 
to City 

Suspension of  

p-card privileges 
for 6 months and 
reimbursement to 

City 

 
Revocation of 

p-card  privileges 
and purchasing 

functions 

 

Allowing use of p-card 
by              another 

Suspension of  

p-card  privileges 
for 3 months 

 

Revocation of  
p-card  privileges 
and purchasing 

functions 

 
 

*Termination 

 

Failure to provide 
documentation in a timely 

manner to Department 
Liaison 

 
 

Violation Form 
filed 

 
Suspension of  

p-card  privileges 
for 3 months 

 
Revocation of 

p-card  privileges 
and purchasing 
functions 

 
Use of p-card for personal 

gain  or other non-compliant 
or inappropriate card use 

 

Revocation of p-card privileges and purchasing 
functions at the discretion of the Director of Finance. 

 
*Termination and possible criminal prosecution at the discretion 

of the Department Head with consultation by the HR Director 
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P‐Card Glossary 
 

Allocating – The act of entering codes to identify what sector of the organization’s General Ledger 
(GL) will be charged for a transaction. 

 
Available Credit – The maximum amount that can be spent with the card in the remaining billing cycle. 

 
Billing Cycle – The monthly billing period begins on the 28th day of each month and ends the 27th 
day of each following month. 

 
Card ID – The last four digits of the card account number. 

 
Card Profile – The settings that control the funding, spending, and reconciliation process for a group 
of cards. Each card must belong to a single card profile. 

 
Cardholder – A user who is assigned at least one card. 

 
Cardholder Agreement – An agreement signed by the cardholder acknowledging receipt of The City 
of Forest Park Purchasing Card and agreement to comply with the terms and conditions of the 
Agreement and the provisions of the P-Card Policy. 

 
Charge Slip – Documentation provided by a vendor that reflects the authorization to charge the P- 
card. Charge slips are NOT substitutions for Receipts (see definition). 

 
Credit Limit – The maximum spend or ceiling allowed on a card in one billing cycle. 

CVV – The Category Verification Value (four digits) located on the back of a credit card. 

Merchant – A vendor that accepts Mastercard p-card. 

Merchant Category Code (MCC) – Merchant Category Code assigned to a merchant by Mastercard 
which identifies the primary goods or services that are provided by the merchant. 
 
Munis – Short for municipal bond. 

 
Purchase Date – The date on which the goods or services were purchased. 

 
Reconciliation – The process of reviewing and signing off payable documents. Sometimes this must 
be accomplished at several levels (i.e., cardholder, manager, and accountant). 

 
Receipt – The purchase documentation provided by a vendor that includes a transaction date, itemized 
list of purchases, and total purchase amount. Receipts may be generated by a cash register or can include 
invoices or other types of documentation for online, telephone, or fax purchases. Documentation that 
reflects the P-card charge with only a total purchase amount is NOT a receipt. 
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Single Transaction Limit – The maximum amount that can be spent on a single transaction with the 
card. 

 

Transaction – A charge, credit, correction or other activity associated with the card. 
 

Vendor – A business with which you have conducted business using a p-card entered in the system. 
For all practical purposes this term is synonymous with the term merchant. 
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CITY OF FOREST PARK 

PURCHASING CARD (P-CARD) APPLICATION FORM 

 

SECTION 1: APPLICANT INFORMATION 

 Full Name: __________________________________________ 

 Date of Birth (DOB): ____________ 

 Social Security Number: ____________ 

 Home Address: __________________________________________ 

(Street, City, State, Zip Code) 

 Work Email: __________________________________________ 

 Personal Email: __________________________________________ 

 

SECTION 2: REQUIRED DOCUMENTATION 

Please attach a copy of your Driver's License. 

(☐ Attached) 

 

SECTION 3: AUTHORIZATION 

By signing below, I acknowledge that I have read and agree to abide by all the policies 

and procedures related to the use of the City of Forest Park Purchasing Card. I 

understand that any misuse or fraudulent use of the card will result in disciplinary action 

and/or legal consequences. 

 

Applicant Signature: __________________________________________ 

Date: ____________________ 

 

SECTION 4: DEPARTMENT HEAD APPROVAL 
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I certify that the above applicant is authorized to receive a Purchasing Card and that the 

card is necessary for their duties. I will monitor the card’s use and report any misuse to 

the Finance Department. 

Department Head Name: __________________________________________ 

Department: __________________________________________ 

Department Head Signature: __________________________________________ 

Date: ____________________ 

 

SECTION 5: FINANCE DEPARTMENT APPROVAL 

The Finance Department has reviewed and approved this application. A card will be 

issued in accordance with the City’s Purchasing Card policies. 

Finance Representative Name: __________________________________________ 

Finance Representative Signature: 

__________________________________________ 

Date: ____________________ 

 

For Internal Use Only: 

P-Card Issuance Date: __________________ 

Card Number (Last 4 Digits): ____________ 
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CITY OF FOREST PARK 

PERSONAL USE / REIMBURSEMENT AFFIDAVIT 

 

SECTION 1: CARDHOLDER INFORMATION 

 Cardholder Name: __________________________________________ 

 Department: __________________________________________ 

 P-Card Number (Last 4 Digits): ____________ 

 Work Email: __________________________________________ 

 Phone Number: __________________________________________ 

 

SECTION 2: DETAILS OF PERSONAL CHARGES 

I, the undersigned cardholder, acknowledge that the following charges listed on my 

Purchasing Card (P-Card) statement have been identified as personal use. I understand 

that I am responsible for reimbursing the City of Forest Park for these charges. 

Date of Transaction Merchant/Vendor Name Amount 

________________________ ________________________ __________ 

________________________ ________________________ __________ 

________________________ ________________________ __________ 

 

SECTION 3: PAYMENT INFORMATION 

I understand that payment in full must be remitted to the City of Forest Park within 10 

business days of the completion of this affidavit. 

Amount to be Reimbursed: $ _____________ 

☐ Copy of Transaction(s) Attached 

☐ Payment Receipt Attached 

 

SECTION 4: CARDHOLDER CERTIFICATION 
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By signing below, I certify that the above-listed charges were personal in nature and not 

related to official business for the City of Forest Park. I agree to remit full payment within 

the prescribed time frame, and I acknowledge that failure to do so may result in 

disciplinary action. 

Cardholder Signature: __________________________________________ 

Date: ____________________ 

 

SECTION 5: DEPARTMENT HEAD APPROVAL 

I certify that I have reviewed this affidavit and the corresponding charges. The 

cardholder has been informed of their obligation to reimburse the City. 

Department Head Name: __________________________________________ 

Department Head Signature: __________________________________________ 

Date: ____________________ 

 

SECTION 6: FINANCE DEPARTMENT APPROVAL 

The Finance Department acknowledges receipt of this affidavit, the required 

documentation, and payment (if applicable). 

Finance Representative Name: __________________________________________ 

Finance Representative Signature: 

__________________________________________ 

Date: ____________________ 

 

For Internal Use Only: 

Date Payment Received: __________________ 

Receipt/Transaction Number: ____________ 

 

 

 

 

CITY OF FOREST PARK 

CARDHOLDER CHANGE FORM 

 

Page 301

Item #9.



SECTION 1: CARDHOLDER INFORMATION 

 Cardholder Name (Current): 

__________________________________________ 

 Department: __________________________________________ 

 P-Card Number (Last 4 Digits): ____________ 

 Work Email: __________________________________________ 

 Phone Number: __________________________________________ 

 

SECTION 2: TYPE OF CHANGE REQUESTED 

☐ Name Change 

 New Name: __________________________________________ 

☐ Lost or Stolen Card 

 Date Card Lost/Stolen: ____________ 

 Was the card reported to the issuing bank? ☐ Yes ☐ No 

 If yes, date reported: ____________ 

☐ Temporary Spending Limit (STL) Increase 

 Current STL: $ ____________ 

 Requested STL: $ ____________ 

 Reason for Increase: __________________________________________ 

 Duration of Increase (Start Date – End Date): ____________ to ____________ 

☐ Other (Specify): __________________________________________ 

 

SECTION 3: REQUIRED DOCUMENTATION 

☐ Copy of legal documentation for name change attached (if applicable) 

☐ Copy of police report for lost/stolen card attached (if applicable) 

 

SECTION 4: CARDHOLDER CERTIFICATION 
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By signing below, I certify that the above information is accurate and request the 

specified changes to my Purchasing Card profile. I understand that failure to report lost 

or stolen cards in a timely manner could result in liability for unauthorized charges. 

Cardholder Signature: __________________________________________ 

Date: ____________________ 

 

SECTION 5: DEPARTMENT HEAD APPROVAL 

I have reviewed this request and approve the specified changes for the cardholder listed 

above. 

Department Head Name: __________________________________________ 

Department Head Signature: __________________________________________ 

Date: ____________________ 

 

SECTION 6: FINANCE DEPARTMENT APPROVAL 

The Finance Department has reviewed and approved this request. The necessary 

changes will be made to the cardholder’s profile. 

Finance Representative Name: __________________________________________ 

Finance Representative Signature: 

__________________________________________ 

Date: ____________________ 

 

For Internal Use Only: 

Date Processed: ____________ 

Processed By: __________________ 
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CITY OF 

FORESTPARK 

Purchasing Card Policy and Procedure Acknowledgement Form

I,-----------------� have read and been informed about the content, 

requirements and expectations of the City of Forest Park Purchasing Card policy for employees. I have 

received a copy of the policy and agree to abide by the policy guidelines. 

I understand that if I have questions, at any time, regarding the P Card policy, I will consult with my 

immediate supervisor. 

Employee Name: 

Department: 

Credit Card Type: 

Last 4 numbers of Account Number: 

Expiration Date: 

Credit Limit: 

I have received the purchasing credit card indicated above. I take responsibility for all expenses charged 

to this credit card. I understand misuse or abuse of this credit card or willful violation of the terms of this 

agreement may result in personal financial liability and disciplinary action. 

Employee Signature Date 

Print Name 
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FORESTPARK 

Credit Card Authorization Form 

City of Forest Park 

745 Forest Parkway 

Forest Park GA, 30297 

EIN: 58-6002562 

Sign and complete this form to authorize ____________ to make a one-time 

charge to the credit card listed below. 

By signing this form, you give us permission to debit your account for the amount indicated on 

the indicated date. This is permission for a single transaction only and does not provide 

authorization for any additional unrelated debits or credits to your account. 

Credit Card Information 

Card Type: 0 MasterCard □Visa □Home Depot □Lowes

Amount:$ 

Cardholder Name (as Shown on card): 

Card Number: 

Expiration Date (MM/YY): 

CVV: 

Cardholder ZIP Code (Billing Address): 

I authorize the above-named business to charge the credit card indicated in this authorization 

form according to the terms outlined above. This payment authorization is for the goods/ 

services described above, for the amount indicated above only. I certify that I am an authorized 

user of the credit card and that I will not dispute the payment with the credit card company; so 

long as the transaction corresponds to the terms indicated in the form. 

Cardholder Signature Date 

Director of Finance, CFO Date 
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CITY OF 

FORESTPARK 
Verification of Lost Receipt 

Today's Date: __________ _ 

Date of Receipt: _________ _ 

Vendor Name: ________________ _ 

Vendor Address: ________________ _ 

Description of Expense: 

Amount of Expense: ________________ _ 

I hereby certify that the original receipt was lost, accidentally destroyed or unobtainable and that the 

information detailed above is complete and accurate. 

Signed: ___________ _ 

Approval: ___________ _ 
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City of Forest Park Travel Policy 

Purpose 

This policy sets forth the guidelines for the planning and approval of travel, as well as 

the payment and/or reimbursement of expenses incurred by the City of Forest Park 

employees in connection with required training or other business activities that are 

directly related to the fulfillment of their duties.  

 

General Requirements 

1. Overnight Travel 

o All overnight travel must be pre-approved by the Department Head and 

the City Manager before any training and travel expenses are incurred. 

o A Travel Request form along with all estimates and conference/training 

information should be submitted for approval not later than 10 business 

days prior to registration and incurring travel expenses. 

o Refer to the USA General Services Administration (GSA) for acceptable 

daily lodging rates, or stay at the hotel designated by the conference 

coordinators   

o Any car, train or bus trip that lasts longer than 1 hour could qualify for 

overnight travel. 

2. In-State Travel 

o Travel within the State of Georgia shall be by personal vehicle or city car 

(when available). The city will reimburse mileage when using a personal 

vehicle based on the prevailing rate established by GSA GSA Mileage  or 

fuel when using a city car and proper receipts are submitted. 

o Trip mileage will be calculated using City Hall as the starting and 

returning point and will be paid in advance for each trip. 

3. Out-of-State Travel 

o When travel outside the State of Georgia is required, the city will pay for 

air travel at coach fare. 

o Air travel should be scheduled sufficiently in advance to secure discount 

fares whenever possible. 

o When booking air travel more than 30 business days out, trip insurance 

must be purchased.  
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4. Lodging and Fees 

The city will cover the costs of lodging, parking, valet services, and any 

necessary registration fees for all employees on official business. 

 

 

Reimbursable Expenses 

The city seeks to prepay all known and required expenses to reduce the need for 

reimbursements. Whenever possible, known travel expenses will be charged to the 

City’s P-Card (review P-Card policy).  If an employee incurs a necessary out-of-pocket 

expense related to city business, the city will reimburse that expense upon submission 

of appropriate documentation. 

Reimbursable expenses include: 

 Airfare 

 Hotel 

 Mileage 

 Ground Transportation/ Rideshare (between airport & hotel) 

 Parking 

 Tolls 

 Meals 

 Registration costs 

All receipts should be turned in to your department’s P-Card Liaison upon your return to 

the office. 

 

Per Diem 

1. Daily Allowance 

A per diem allowance will be granted to cover meals while employees are 

attending training, seminars, conferences, or conducting other official business 

on behalf of the city. 

2. Per Diem Rate 

The per diem will be paid at the rate established by the GSA website Per diem 

rates | GSA 
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Non-Reimbursable Expenses 

The city will only reimburse expenses directly related to official city business.  The 

following expenses are not eligible for reimbursement: 

 Rental cars 

 Additional luggage or purchase of duty-free items 

 Entertainment or personal activities 

 Expenses not accompanied by receipt 

 Expenses for spouses or other travel companions 

 

Traveling with a non-employee 

Our policy allows you to share a company-booked room with a partner, friend or family 

member who wants to travel with you, as long as this doesn’t incur extra charges. For 

example, if you’ve already booked a room for you that has enough space, you can host 

your partner, friend or family member. Keep in mind that you’ll be financially responsible 

for any expenses or damages this person incurs. 

We won’t reimburse any expenses for your co-traveler for the entirety of the trip. The 

only exception is taxi fares which don’t depend on the number of people on the ride. 

References: 

 

For additional guidelines, please refer to the: 

USA General Services Administration at: GSA Travel 

Purchase Card Policy: Insert hyperlink 

Travel Request Form:  Insert Hyperlink 

 

 

Effective Date: [Insert Date] 

Approved by:  
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File Attachments for Item:

10. Council Discussion on the Approval to purchase of Copier Rentals for use by citywide 
departments-Procurement/Information Technology Departments

Background/History:

For the past couple of years, the City has had individual leases for copiers. The Procurement division has 
worked to consolidate our copier leases from multiple vendors to a single, reliable source from the 
Sourcewell cooperative contract #030321-KON with NovaTech, an authorized distributor for Konica 
Minolta. This strategic move not only simplifies our administrative processes but also ensures consistency 
and efficiency across all our copier needs. Under this agreement, NovaTech will provide the city with the 
necessary devices, along with comprehensive support and maintenance services. This consolidation will 
streamline operations, reduce costs, and enhance the reliability of the departments' copier equipment. 

Annual Amount: $25,620.00Funding Source: Various General Operating Accounts
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 City Council Agenda Item 

Title of Agenda Item: Council Discussion for approval of the purchase of Copier Rentals for use by citywide 
departments – Procurement/Information Technology. 

Submitted By: Procurement  

Date Submitted: 11-06-2024 

Work Session Date: 11-18-2024 

Council Meeting 
Date: 

11-18-2024 

Background/History: 

For the past couple of years, the city has had individual leases for copiers. The procurement department has 
worked to consolidate our copier leases from multiple vendors to a single, reliable source from the Sourcewell 
cooperative contract # 030321-KON with NovaTech, an authorized distributor for Konica Minolta. This strategic 
move not only simplifies our administrative processes but also ensures consistency and efficiency across all our 
copier needs. Under this agreement, NovaTech will provide us with the necessary devices, along with 
comprehensive support and maintenance services. This consolidation will streamline our operations, reduce costs, 
and enhance the reliability of our office equipment.  

FUNDING SOURCE: Various General Operating Accounts 

Action Requested from Council: Approval to piggyback from the Sourcewell cooperative contract # 
030321-KON with NovaTech, an authorized distributor for Konica Minolta. 

 

Annual Cost: $ 25,620.00  

 

Budgeted for: X Yes  No 

 

 

Financial Impact: 
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Schedule A – NT91635   

#2454224 v1 (10/15/13)   

Title of lease, rental or other agreement:                                                        (the "Agreement") 

Lessee/Renter/Customer: City of Forest Park  ("Customer") 

Lessor/Lender/Owner: Novatech, Inc. ("Company") 

 

Equipment Make, Model & Serial Number Equipment Location 

Konica Minolta C361i 

City of Forest Park - Fire Station #3 

2336 Anvil Block Road 

Ellenwood, GA, 30294 

Konica Minolta C451i 

City of Forest Park - Fire Dept 

4539 Jonesboro Rd 

Forest Park, GA, 30297 

Konica Minolta C301i 

City of Forest Park - Public Works & Fleet Svcs 

5230 Jones Rd 

Forest Park, GA, 30297 

Konica Minolta C361i 

City of Forest Park - Public Works & Fleet Svcs 

5230 Jones Rd 

Forest Park, GA, 30297 

Konica Minolta C451i 

City of Forest Park - City Hall 

745 Forest Pkwy 

Forest Park, GA, 30297 

Konica Minolta C301i 

City of Forest Park - City Hall 

745 Forest Pkwy 

Forest Park, GA, 30297 

Konica Minolta C451i 

City of Forest Park - PBZ 

785 Forest ParkwayPlanning, Building, Zoning 

Forest Park, GA, 30297 

Konica Minolta C301i 

City of Forest Park - PBZ 

785 Forest ParkwayPlanning, Building, Zoning 

Forest Park, GA, 30297 

Konica Minolta C361i 

City of Forest Park - Fire Station #2 

785 Linda Way 

Forest Park, GA, 30297 

Konica Minolta C301i 

City of Forest Park - Police Dept. 

850 Main St. 

Forest Park, GA, 30297 

Konica Minolta C361i 

City of Forest Park - Police Dept. 

850 Main St. 

Forest Park, GA, 30297 

Konica Minolta C301i 

City of Forest Park - Police Dept. 

850 Main St. 

Forest Park, GA, 30297 

 

This schedule amends and supplements the Agreement described herein.  This schedule, together with the provisions of the Agreement not expressly inconsistent herewith, 

constitutes the entire agreement between the parties with respect to the matters addressed herein, and shall supersede all prior oral or written negotiations, understandings 

and commitments regarding such matters.  This schedule may be executed in any number of counterparts, each of which shall be deemed to be an original, but all of which 
together shall be deemed to constitute one and the same agreement.  Customer acknowledges having received a copy of this schedule and agrees that a facsimile or other 

copy containing Customer's faxed, copied or electronically transmitted signature may be treated as an original and will be admissible as evidence of this schedule. 

 

Customer (identified above):  City of Forest Park - HQ Company (identified above):  Novatech, Inc.    

By:         By:       Date: ____ / ____ / ____ 

Print name:         Print name:        Title:       

Title:       Agreement Number:       

Date: ____ / ____ / ____ Master Agreement Number (if applicable):       
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030321-KON 
 

Rev. 10/2020                           1 
 

 
 

Solicitation Number: RFP #030321 
 

CONTRACT 
 
 
This Contract is between Sourcewell, 202 12th Street Northeast, P.O. Box 219, Staples, MN 
56479 (Sourcewell) and Konica Minolta Business Solutions U.S.A., Inc., 1595 Spring Hill Road, 
Suite 410, Vienna, VA  22182 (Vendor). 

  
Sourcewell is a State of Minnesota local government agency and service cooperative created 
under the laws of the State of Minnesota (Minnesota Statutes Section 123A.21) that offers 
cooperative procurement solutions to government entities. Participation is open to federal, 
state/province, and municipal governmental entities, higher education, K-12 education, 
nonprofit, tribal government, and other public entities located in the United States and Canada. 
Sourcewell issued a public solicitation for Copiers, Printers, and Multi-Function Devices with 
Related Supplies, Accessories, and Services from which Vendor was  awarded a contract.     

  
Vendor desires to contract with Sourcewell to provide equipment, products, or services to 
Sourcewell and the entities that access Sourcewell’s cooperative purchasing contracts 
(Participating Entities).  

 
1. TERM OF CONTRACT 

 
A. EFFECTIVE DATE. This Contract is effective upon the date of the final signature below.  
 
B. EXPIRATION DATE AND EXTENSION. This Contract expires April 19, 2025, unless it is 
cancelled sooner pursuant to Article 22. This Contract may be extended up to one additional 
one-year period upon request of Sourcewell and with written agreement by Vendor. 
 
C. SURVIVAL OF TERMS. Articles 11 through 14 survive the expiration or cancellation of this 
Contract.  
 

2. EQUIPMENT, PRODUCTS, OR SERVICES 
 
A. EQUIPMENT, PRODUCTS, OR SERVICES. Vendor will provide the Equipment, Products, or 
Services as stated in its Proposal submitted under the Solicitation Number listed above. 
Vendor’s Equipment, Products, or Services Proposal (Proposal) is attached and incorporated 
into this Contract.    
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All Equipment and Products provided under this Contract must be new/current model.  Vendor 
may offer close-out or refurbished Equipment or Products if they are clearly indicated in 
Vendor’s product and pricing list. Unless agreed to by the Participating Entities in advance, 
Equipment or Products must be delivered as operational to the Participating Entity’s site.     
 
This Contract offers an indefinite quantity of sales, and while substantial volume is anticipated, 
sales and sales volume are not guaranteed.   
 
B. WARRANTY. Vendor warrants that all Equipment, Products, and Services furnished are free 
from liens and encumbrances, and that all Vendor-branded equipment and products are free 
from defects in design, materials, and workmanship. Third-party branded equipment and 
products are covered exclusively by the terms of the third-party manufacturer’s warranty. In 
addition, Vendor warrants that Vendor-branded  equipment and products will perform in 
accordance with the manufacturer’s specifications, and the services will be performed in a 
professional, workmanlike manner, in accordance with industry standards as described in the 
statement of work. Vendor’s dealers and distributors must agree to assist the Participating 
Entity in reaching a resolution in any dispute over warranty terms with the manufacturer.  Any 
manufacturer’s warranty that is effective past the expiration of the Vendor’s warranty and can 
be transferred will be passed on to the Participating Entity.   
 
Vendor’s entire liability for any warranty claim shall be for Vendor to repair or replace the 
defective Equipment and/or Products or re-perform the deficient Services, or, if Vendor fails to 
correct such defect or deficiency within thirty (30) days of notice of a claim, to void the invoice 
for the defective Equipment or Product or deficient Services.  Vendor shall have no obligation 
with respect to a warranty claim (i) if notified of such claim more than thirty (30) days after the 
Product in question was delivered or the Services in question were first performed or (ii) if the 
claim is the result of third-party hardware or software failures, or the actions of Participating 
Entity or a third party. THIS SECTION SETS FORTH THE ONLY WARRANTIES MADE BY VENDOR.  
VENDOR HEREBY DISCLAIMS ALL OTHER WARRANTIES, CONDITIONS OR UNDERTAKINGS, 
EXPRESS OR IMPLIED, STATUTORY OR OTHERWISE, INCLUDING, BUT NOT LIMITED TO, THE 
WARRANTIES OF MERCHANTABILITY, FITNESS FOR A PARTICULAR PURPOSE AND 
NONINFRINGEMENT. 
 
C. DEALERS, DISTRIBUTORS, AND/OR RESELLERS. Upon Contract execution, Vendor will 
make available to Sourcewell a means to validate or authenticate Vendor’s authorized dealers, 
distributors, and/or resellers relative to the Equipment, Products, and Services related to this 
Contract. This list may be updated from time-to-time and is incorporated into this Contract by 
reference. It is the Vendor’s responsibility to ensure Sourcewell receives the most current 
version of this list.  
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3. PRICING 
 
All Equipment, Products, or Services under this Contract will be priced as stated in Vendor’s 
Proposal.  
 
When providing pricing quotes to Participating Entities, all pricing quoted must reflect a 
Participating Entity’s total cost of acquisition. This means that the quoted cost is for delivered 
Equipment, Products, and Services that are operational for their intended purpose, and 
includes all costs to the Participating Entity’s requested delivery location.   
 
Regardless of the payment method chosen by the Participating Entity, the total cost associated 
with any purchase option of the Equipment, Products, or Services must always be disclosed in 
the pricing quote to the applicable Participating Entity at the time of purchase.   
 
A. SHIPPING AND SHIPPING COSTS. All delivered Equipment and Products must be properly 
packaged. Damaged Equipment and Products may be rejected. If the damage is not readily 
apparent at the time of delivery, Vendor must permit the Equipment and Products to be 
returned within a reasonable time at no cost to Sourcewell or its Participating Entities. 
Participating Entities reserve the right to inspect the Equipment and Products at a reasonable 
time after delivery where circumstances or conditions prevent effective inspection of the 
Equipment and Products at the time of delivery. 
   
Vendor must arrange for and pay for the return shipment on Equipment and Products that arrive 
in a defective or inoperable condition.  
 
Sourcewell may declare the Vendor in breach of this Contract if the Vendor intentionally 
delivers substandard or inferior Equipment or Products. In the event of the delivery of 
nonconforming Equipment and Products, the Participating Entity will notify the Vendor as soon 
as possible and the Vendor will replace nonconforming Equipment and Products with 
conforming Equipment and Products that are acceptable to the Participating Entity. 
 
B. SALES TAX. Each Participating Entity is responsible for supplying the Vendor with valid tax-
exemption certification(s). When ordering, a Participating Entity must indicate if it is a tax-
exempt entity.  
 
C. HOT LIST PRICING. At any time during this Contract, Vendor may offer a specific selection 
of Equipment, Products, or Services at discounts greater than those listed in the Contract. 
When Vendor determines it will offer Hot List Pricing, it must be submitted electronically to 
Sourcewell in a line-item format. Equipment, Products, or Services may be added or removed 
from the Hot List at any time through a Sourcewell Price and Product Change Form as defined 
in Article 4 below.   
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Hot List program and pricing may also be used to discount and liquidate close-out and 
discontinued Equipment and Products as long as those close-out and discontinued items are 
clearly identified as such. Current ordering process and administrative fees apply. Hot List 
Pricing must be published and made available to all Participating Entities. 
 

4. PRODUCT AND PRICING CHANGE REQUESTS 
 

Vendor may request Equipment, Product, or Service changes, additions, or deletions at any 
time. All requests must be made in writing by submitting a signed Sourcewell Price and Product 
Change Request Form to the assigned Sourcewell Contract Administrator. This form is available 
from the assigned Sourcewell Contract Administrator. At a minimum, the request must:  
 

 Identify the applicable Sourcewell contract number; 
 Clearly specify the requested change; 
 Provide sufficient detail to justify the requested change; 
 Individually list all Equipment, Products, or Services affected by the requested change, 

along with the requested change (e.g., addition, deletion, price change); and 
 Include a complete restatement of pricing documentation in Microsoft Excel with the 

effective date of the modified pricing, or product addition or deletion. The new pricing 
restatement must include all Equipment, Products, and Services offered, even for those 
items where pricing remains unchanged. 

 
A fully executed Sourcewell Price and Product Request Form will become an amendment 
to this Contract and be incorporated by reference.  

 
5. PARTICIPATION, CONTRACT ACCESS, AND PARTICIPATING ENTITY REQUIREMENTS 

  
A. PARTICIPATION. Sourcewell’s cooperative contracts are available and open to public and 
nonprofit entities across the United States and Canada; such as federal, state/province, 
municipal, K-12 and higher education, tribal government, and other public entities.   
 
The benefits of this Contract should be available to all Participating Entities that can legally 
access the Equipment, Products, or Services under this Contract. A Participating Entity’s 
authority to access this Contract is determined through its cooperative purchasing, interlocal, 
or joint powers laws. Any entity accessing benefits of this Contract will be considered a Service 
Member of Sourcewell during such time of access. Vendor understands that a Participating 
Entity’s use of this Contract is at the Participating Entity’s sole convenience and Participating 
Entities reserve the right to obtain like Equipment, Products, or Services from any other source. 
 
Vendor is responsible for familiarizing its sales and service forces with Sourcewell contract use 
eligibility requirements and documentation and will encourage potential participating entities 
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to join Sourcewell.  Sourcewell reserves the right to add and remove Participating Entities to its 
roster during the term of this Contract.   
 
B. PUBLIC FACILITIES. Vendor’s employees may be required to perform work at government-
owned facilities, including schools. Vendor’s employees and agents must conduct themselves in 
a professional manner while on the premises, and in accordance with Participating Entity 
policies and procedures made available to Vendor prior to the commencement of services, and 
all applicable laws.   
 

6. PARTICIPATING ENTITY USE AND PURCHASING 
 
A. ORDERS AND PAYMENT. To access the contracted Equipment, Products, or Services under 
this Contract, a Participating Entity must clearly indicate to Vendor that it intends to access this 
Contract; however, order flow and procedure will be developed jointly between Sourcewell and 
Vendor. Typically, a Participating Entity will issue an order directly to Vendor. If a Participating 
Entity issues a purchase order, it may use its own forms, but the purchase order should clearly 
note the applicable Sourcewell contract number. All Participating Entity orders under this 
Contract must be issued prior to expiration of this Contract; however, Vendor performance, 
Participating Entity payment, and any applicable warranty periods or other Vendor or 
Participating Entity obligations may extend beyond the term of this Contract.  
 
Vendor’s acceptable forms of payment are included in Attachment A.  Participating Entities will 
be solely responsible for payment and Sourcewell will have no liability for any unpaid invoice of 
any Participating Entity.   
 
B. ADDITIONAL TERMS AND CONDITIONS/PARTICIPATING ADDENDUM. Additional terms and 
conditions to a purchase order, or other required transaction documentation, may be 
negotiated between a Participating Entity and Vendor, such as job or industry-specific 
requirements, legal requirements (e.g., affirmative action or immigration status requirements), 
or specific local policy requirements. Some Participating Entitles may require the use of a 
Participating Addendum; the terms of which will be worked out directly between the 
Participating Entity and the Vendor.  Any negotiated additional terms and conditions must 
never be less favorable to the Participating Entity than what is contained in this Contract. 
 
C. SPECIALIZED SERVICE REQUIREMENTS. In the event that the Participating Entity requires 
service or specialized performance requirements (such as e-commerce specifications, 
specialized delivery requirements, or other specifications and requirements) not addressed in 
this Contract, the Participating Entity and the Vendor may enter into a separate, standalone 
agreement, apart from this Contract. Sourcewell, including its agents and employees, will not 
be made a party to a claim for breach of such agreement.   
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D. TERMINATION OF ORDERS. Participating Entities may terminate an unfulfilled order, in 
whole or in part, immediately upon notice to Vendor in the event of any of the following 
events:   
 

1. The Participating Entity fails to receive funding or appropriation from its governing body 
at levels sufficient to pay for the goods to be purchased; 
2. Federal,  state, or provincial laws or regulations prohibit the purchase or change the 
Participating Entity’s requirements; or 
3. Vendor commits any material breach of this Contract or the additional terms agreed to 
between the Vendor and a Participating Entity and such breach continues for a period of 30 
days after written notice and opportunity to cure. 

 
E. GOVERNING LAW AND VENUE. The governing law and venue for any action related to a 
Participating Entity’s order will be determined by the Participating Entity making the purchase.   
 

7. CUSTOMER SERVICE 
 
A. PRIMARY ACCOUNT REPRESENTATIVE. Vendor will assign an Account Representative to 
Sourcewell for this Contract and must provide prompt notice to Sourcewell if that person is 
changed. The Account Representative will be responsible for: 
  

 Maintenance and management of this Contract; 
 Timely response to all Sourcewell and Participating Entity inquiries; and 
 Business reviews to Sourcewell and Participating Entities, if applicable. 

 
B. BUSINESS REVIEWS. Vendor must perform a minimum of one business review with 
Sourcewell per contract year. The business review will cover sales to Participating Entities, 
pricing and contract terms, administrative fees, supply issues, customer issues, and any other 
necessary information.  
 

8. REPORT ON CONTRACT SALES ACTIVITY AND ADMINISTRATIVE FEE PAYMENT 
 
A. CONTRACT SALES ACTIVITY REPORT. Each calendar quarter, Vendor must provide a contract 
sales activity report (Report) to the Sourcewell Contract Administrator assigned to this 
Contract. A Report must be provided regardless of the number or amount of sales during that 
quarter (i.e., if there are no sales, Vendor must submit a report indicating no sales were made).  
 
The Report must contain the following fields: 
 

 Customer Name (e.g., City of Staples Highway Department); 
 Customer Physical Street Address; 
 Customer City; 
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 Customer State/Province; 
 Customer Zip Code; 
 Customer Contact Name; 
 Customer Contact Email Address; 
 Customer Contact Telephone Number; 
 Sourcewell Assigned Entity/Participating Entity Number; 
 Item Purchased Description; 
 Item Purchased Price;  
 Sourcewell Administrative Fee Applied; and 
 Date Purchase was invoiced/sale was recognized as revenue by Vendor. 

 
B. ADMINISTRATIVE FEE. In consideration for the support and services provided by Sourcewell, 
the Vendor will pay an administrative fee to Sourcewell on all Equipment, Products, and 
Services provided to Participating Entities. The Administrative Fee must be included in, and not 
added to, the pricing. Vendor may not charge Participating Entities more than the contracted 
price to offset the Administrative Fee. 
 
The Vendor will submit payment to Sourcewell for the percentage of administrative fee stated 
in the Proposal multiplied by the total sales of all Equipment, Products, and Services purchased 
by Participating Entities under this Contract during each calendar quarter. Payments should 
note the Vendor’s name and Sourcewell-assigned contract number in the memo; and must be 
mailed to the address above “Attn: Accounts Receivable” or remitted electronically to 
Sourcewell’s banking institution per Sourcewell’s Finance department instructions. Payments 
must be received no later than 45 calendar days after the end of each calendar quarter. 

 
Vendor agrees to cooperate with Sourcewell in auditing transactions under this Contract to 
ensure that the administrative fee is paid on all items purchased under this Contract. 

 
In the event the Vendor is delinquent in any undisputed administrative fees, Sourcewell 
reserves the right to cancel this Contract and reject any proposal submitted by the Vendor in 
any subsequent solicitation. In the event this Contract is cancelled by either party prior to the 
Contract’s expiration date, the administrative fee payment will be due no more than 30 days 
from the cancellation date.  
 

9. AUTHORIZED REPRESENTATIVE 
 
Sourcewell's Authorized Representative is its Chief Procurement Officer.   

 
Vendor’s Authorized Representative is the person named in the Vendor’s Proposal. If Vendor’s 
Authorized Representative changes at any time during this Contract, Vendor must promptly 
notify Sourcewell in writing. 
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10. AUDIT, ASSIGNMENT, AMENDMENTS, WAIVER, AND CONTRACT COMPLETE 
 
A. AUDIT. Pursuant to Minnesota Statutes Section 16C.05, subdivision 5, the books, records, 
documents, and accounting procedures and practices relevant to this Agreement are subject to 
examination by Sourcewell or the Minnesota State Auditor for a minimum of six years from the 
end of this Contract. This clause extends to Participating Entities as it relates to business 
conducted by that Participating Entity under this Contract. Audits will be subject to reasonable 
conditions Vendor may impose to protect the confidentiality, integrity, and availability of its 
data and systems, will be conducted during Vendor’s normal business hours, with reasonable 
advance written notice to Vendor, and with minimal disruption to Vendor’s business. 
 
B. ASSIGNMENT. Neither the Vendor nor Sourcewell may assign or transfer any rights or 
obligations under this Contract without the prior consent of the parties and a fully executed 
assignment agreement. Such consent will not be unreasonably withheld.     
 
C. AMENDMENTS. Any amendment to this Contract must be in writing and will not be effective 
until it has been fully executed by the parties.   
 
D. WAIVER. If either party fails to enforce any provision of this Contract, that failure does not 
waive the provision or the right to enforce it. 
 
E. CONTRACT COMPLETE. This Contract contains all negotiations and agreements between 
Sourcewell and Vendor. No other understanding regarding this Contract, whether written or 
oral, may be used to bind either party. For any conflict between the attached Proposal and the 
terms set out in Articles 1-22, the terms of Articles 1-22 will govern. 
 
F. RELATIONSHIP OF THE PARTIES. The relationship of the parties is one of independent 
contractors, each free to exercise judgment and discretion with regard to the conduct of their 
respective businesses. This Contract does not create a partnership, joint venture, or any other 
relationship such as master-servant, or principal-agent.  

 
11. LIABILITY 

  
Vendor must indemnify, save, and hold Sourcewell and its Participating Entities, including their 
agents and employees, harmless from any third-party claims or causes of action, including 
reasonable attorneys’ fees, for bodily injury, including death, or real or tangible property 
damage arising out of the performance of this Contract by the Vendor or its agents or 
employees to the extent caused by the negligence (or greater culpability) of Vendor or its 
agents or employees; this indemnification includes injury or death to person(s) or property 
alleged to have been caused by some defect in the Equipment, Products, or Services under this 
Contract to the extent the Equipment, Product, or Service has been used according to its 
specifications. Vendor’s indemnification obligations under this section are conditioned upon 
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the indemnified party: (i) promptly notifying Vendor of any claim in writing; and, (ii) 
cooperating with Vendor in the defense of the claim. 
 
Vendor is not liable to Sourcewell or Participating Entities under this Contract for any indirect, 
incidental, special, punitive, exemplary, or consequential damages (including, without 
limitation, damages for interruption of services, loss of business, loss of profits, loss of revenue, 
loss of data, or loss or increased expense of use), whether in an action in contract, warranty, 
tort (including, without limitation, negligence), or strict liability, even if the parties have been 
advised of the possibility of such liabilities. 
 

12. GOVERNMENT DATA PRACTICES 
 
Vendor and Sourcewell must comply with the Minnesota Government Data Practices Act, 
Minnesota Statutes Chapter 13, as it applies to all data provided by or provided to Sourcewell 
under this Contract and as it applies to all data created, collected, received, stored, used, 
maintained, or disseminated by the Vendor under this Contract.  
 
If the Vendor receives a request to release the data referred to in this article, the Vendor must 
immediately notify Sourcewell and Sourcewell will assist with how the Vendor should respond 
to the request. 
 

13. INTELLECTUAL PROPERTY, PUBLICITY, MARKETING, AND ENDORSEMENT 
 

A. INTELLECTUAL PROPERTY 
1. Grant of License. During the term of this Contract: 

a. Sourcewell grants to Vendor a royalty-free, worldwide, non-exclusive right and 
license to use theTrademark(s) provided to Vendor by Sourcewell in advertising and 
promotional materials for the purpose of marketing Sourcewell’s relationship with 
Vendor. 
b. Vendor grants to Sourcewell a royalty-free, worldwide, non-exclusive right and 
license to use Vendor’s Trademarks in advertising and promotional materials for the 
purpose of marketing Vendor’s relationship with Sourcewell. 

2. Limited Right of Sublicense. The right and license granted herein includes a limited right 
of each party to grant sublicenses to its and their respective distributors, marketing 
representatives, and agents (collectively “Permitted Sublicensees”) in advertising and 
promotional materials for the purpose of marketing the Parties’ relationship to Participating 
Entities. Any sublicense granted will be subject to the terms and conditions of this Article. 
Each party will be responsible for any breach of this Article by any of their respective 
sublicensees.  
3. Use; Quality Control.  

a. Sourcewell must not alter Vendor’s Trademarks from the form provided by 
Vendor and must comply with Vendor’s removal requests as to specific uses of its 
trademarks or logos.   
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b. Vendor must not alter Sourcewell’s Trademarks from the form provided by 
Sourcewell and must comply with Sourcewell’s removal requests as to specific uses 
of its trademarks or logos.   
c. Each party agrees to use, and to cause its Permitted Sublicensees to use, the 
other party’s Trademarks only in good faith and in a dignified manner consistent 
with such party’s use of the Trademarks. Upon written notice to the breaching party, 
the breaching party has 30 days of the date of the written notice to cure the breach 
or the license will be terminated.  

4. As applicable, Vendor agrees to indemnify and hold harmless Sourcewell and its 
Participating Entities against any and all suits, claims, judgments, and costs instituted or 
recovered against Sourcewell or Participating Entities by any person on account of the use 
of any Equipment or Products by Sourcewell or its Participating Entities supplied by Vendor 
in violation of applicable patent or copyright laws, except to the extent the violation of 
applicable patent or copyright laws was caused by Sourcewell, a Participating Entity, or a 
party under their direction or control. Vendor’s indemnification  obligations under this 
section are conditioned upon the indemnified party: (i) promptly notifying Vendor of any 
claim in writing; and, (ii) cooperating with Vendor in the defense of the claim. 
5. Termination. Upon the termination of this Contract for any reason, each party, including 
Permitted Sublicensees, will have 30 days to remove all Trademarks from signage, websites, 
and the like bearing the other party’s name or logo (excepting Sourcewell’s pre-printed 
catalog of vendors which may be used until the next printing).  Vendor must return all 
marketing and promotional materials, including signage, provided by Sourcewell, or dispose 
of it according to Sourcewell’s written directions. 

 
B. PUBLICITY. Any publicity regarding the subject matter of this Contract must not be released 
without prior written approval from the Authorized Representatives. Publicity includes notices, 
informational pamphlets, press releases, research, reports, signs, and similar public notices 
prepared by or for the Vendor individually or jointly with others, or any subcontractors, with 
respect to the program, publications, or services provided resulting from this Contract. 
 
C. MARKETING. Any direct advertising, marketing, or offers with Participating Entities must be 
approved by Sourcewell. Materials should be sent to the Sourcewell Contract Administrator 
assigned to this Contract.   
 
D. ENDORSEMENT. The Vendor must not claim that Sourcewell endorses its Equipment, 
Products, or Services. 

 
14. GOVERNING LAW, JURISDICTION, AND VENUE 

 
Minnesota law governs this Contract. Venue for all legal proceedings out of this Contract, or its 
breach, must be in the appropriate state court in Todd County or federal court in Fergus Falls, 
Minnesota.  
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15. FORCE MAJEURE 
 
Neither party to this Contract will be held responsible for delay or default other than payment 
obligations, caused by acts of God or other conditions that are beyond that party’s reasonable 
control. A party defaulting under this provision must provide the other party prompt written 
notice of the default. 
 

16. SEVERABILITY 
 
If any provision of this Contract is found to be illegal, unenforceable, or void then both 
Sourcewell and Vendor will be relieved of all obligations arising under such provisions. If the 
remainder of this Contract is capable of performance, it will not be affected by such declaration 
or finding and must be fully performed. 
 

17. PERFORMANCE, DEFAULT, AND REMEDIES 
 
A. PERFORMANCE. During the term of this Contract, the parties will monitor performance and 
address unresolved contract issues as follows:  
 

1. Notification. The parties must promptly notify each other of any known dispute and 
work in good faith to resolve such dispute within a reasonable period of time. If necessary, 
Sourcewell and the Vendor will jointly develop a short briefing document that describes the 
issue(s), relevant impact, and positions of both parties.  
2. Escalation. If parties are unable to resolve the issue in a timely manner, as specified 
above, either Sourcewell or Vendor may escalate the resolution of the issue to a higher 
level of management. The Vendor will have 30 calendar days to cure an outstanding issue.  
3. Performance while Dispute is Pending. Notwithstanding the existence of a dispute, the 
Vendor must continue without delay to carry out all of its responsibilities under the 
Contract that are not affected by the dispute. If the Vendor fails to continue without delay 
to perform its responsibilities under the Contract, in the accomplishment of all undisputed 
work, any additional costs incurred by Sourcewell and/or its Participating Entities as a result 
of such failure to proceed will be borne by the Vendor. 

 
B. DEFAULT AND REMEDIES. Either of the following constitutes cause to declare this Contract, 
or any Participating Entity order under this Contract, in default:   

 
1. Nonperformance of contractual requirements, or  
2. A material breach of any term or condition of this Contract.   

 
Written notice of default and a reasonable opportunity to cure (not less than 30 days) must be 
issued by the party claiming default. Time allowed for cure will not diminish or eliminate any 
liability for liquidated or other damages. If the default remains after the opportunity for cure, 
the non-defaulting party may: 
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 Exercise any remedy provided by law or equity, or 
 Terminate the Contract or any portion thereof, including any orders issued against the 

Contract. 
 

18. INSURANCE 
  
A. REQUIREMENTS. At its own expense, Vendor must maintain insurance policy(ies) in effect at 
all times during the performance of this Contract with insurance company(ies) licensed or 
authorized to do business in the State of Minnesota having an “AM BEST” rating of A- or better, 
with coverage and limits of insurance not less than the following:  

 
1. Workers’ Compensation and Employer’s Liability.  
Workers’ Compensation: As required by any applicable law or regulation.  
Employer's Liability Insurance: must be provided in amounts not less than listed below: 

Minimum limits: 
$500,000 each accident for bodily injury by accident 
$500,000 policy limit for bodily injury by disease 
$500,000 each employee for bodily injury by disease 

  
2. Commercial General Liability Insurance. Vendor will maintain insurance covering its 
operations, with coverage on an occurrence basis, and must be subject to terms no less 
broad than the Insurance Services Office (“ISO”) Commercial General Liability Form 
CG0001 (2001 or newer edition), or equivalent. At a minimum, coverage must include 
liability arising from premises, operations, bodily injury and property damage, 
independent contractors, products-completed operations including construction defect, 
contractual liability, blanket contractual liability, and personal injury and advertising 
injury. All required limits, terms and conditions of coverage must be maintained during 
the term of this Contract. 

 Minimum Limits:  
$1,000,000 each occurrence Bodily Injury and Property Damage 
$1,000,000 Personal and Advertising Injury 
$2,000,000 aggregate for Products-Completed operations  
$2,000,000 general aggregate 

 
3. Commercial Automobile Liability Insurance. During the term of this Contract, Vendor 
will maintain insurance covering all owned, hired, and non-owned automobiles in limits 
of liability not less than indicated below. The coverage must be subject to terms no less 
broad than ISO Business Auto Coverage Form CA 0001 (2010 edition or newer), or 
equivalent. 

 Minimum Limits: 
$1,000,000 each accident, combined single limit 
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4. Umbrella Insurance. During the term of this Contract, Vendor will maintain umbrella 
coverage over Workers’ Compensation, Commercial General Liability, and Commercial 
Automobile. 

 Minimum Limits: 
$2,000,000  

 
5. Network Security and Privacy Liability Insurance. During the term of this Contract, 
Vendor will maintain coverage for network security and privacy liability. The coverage 
may be endorsed on another form of liability coverage or written on a standalone 
policy. The insurance must cover claims which may arise from failure of Vendor’s 
security resulting in, but not limited to, computer attacks, unauthorized access, 
disclosure of not public data – including but not limited to, confidential or private 
information, transmission of a computer virus, or denial of service.  

 Minimum limits:  
$2,000,000 per occurrence 
$2,000,000 annual aggregate 

 
Failure of Vendor to maintain the required insurance will constitute a material breach entitling 
Sourcewell to immediately terminate this Contract for default.  
 
B. CERTIFICATES OF INSURANCE. Prior to commencing under this Contract, Vendor must furnish 
to Sourcewell a certificate of insurance, as evidence of the insurance required under this 
Contract. Prior to expiration of the policy(ies), renewal certificates must be mailed to 
Sourcewell, 202 12th Street Northeast, P.O. Box 219, Staples, MN 56479 or sent to the 
Sourcewell Contract Administrator assigned to this Contract. The certificates must be signed by 
a person authorized by the insurer(s) to bind coverage on their behalf. Vendor agrees that 
renewal certificates must be provided within ten (10) days after inception of the renewal 
policies and will be issued by Vendor’s insurance broker(s). 
 
Failure to request certificates of insurance by Sourcewell, or failure of Vendor to provide 
certificates of insurance, in no way limits or relieves Vendor of its duties and responsibilities in 
this Contract. 
 
C. ADDITIONAL INSURED ENDORSEMENT AND PRIMARY AND NON-CONTRIBUTORY 
INSURANCE CLAUSE. Vendor agrees to include Sourcewell and its Participating Entities, 
including their officers, agents, and employees, as an additional insured under the Vendor’s 
commercial general liability insurance policy with respect to liability arising out of activities, 
“operations,” or “work” performed by or on behalf of Vendor, and products and completed 
operations of Vendor. The policy provision(s) or endorsement(s) must further provide that 
coverage is primary and not excess over or contributory with any other valid, applicable, and 
collectible insurance or self-insurance in force for the additional insureds.   
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D. WAIVER OF SUBROGATION. Vendor waives and must require (by endorsement or 
otherwise) all its insurers to waive subrogation rights against Sourcewell and other additional 
insureds for losses paid under the insurance policies required by this Contract or other 
insurance applicable to the Vendor or its subcontractors. The waiver must apply to all 
deductibles and/or self-insured retentions applicable to the required or any other insurance 
maintained by the Vendor or its subcontractors. Where permitted by law, Vendor must require 
similar written express waivers of subrogation and insurance clauses from each of its 
subcontractors.   
 
E. UMBRELLA/EXCESS LIABILITY/SELF-INSURED RETENTION. The limits required by this 
Contract can be met by either providing a primary policy or in combination with 
umbrella/excess liability policy(ies), or self-insured retention. 
 

19. COMPLIANCE 
 
A. LAWS AND REGULATIONS. All Equipment, Products, or Services provided under this 
Contract must comply fully with applicable federal laws and regulations, and with the laws in 
the states and provinces in which the Equipment, Products, or Services are sold.  
 
B. LICENSES. Vendor must maintain a valid and current status on all required federal, 
state/provincial, and local licenses, bonds, and permits required for the operation of the 
business that the Vendor conducts with Sourcewell and Participating Entities. 

 
20. BANKRUPTCY, DEBARMENT, OR SUSPENSION CERTIFICATION 

 
Vendor certifies and warrants that it is not in bankruptcy or that it has previously disclosed in 
writing certain information to Sourcewell related to bankruptcy actions. If at any time during 
this Contract Vendor declares bankruptcy, Vendor must immediately notify Sourcewell in 
writing. 
 
Vendor certifies and warrants that neither it nor its principals are presently debarred, 
suspended, proposed for debarment, declared ineligible, or voluntarily excluded from programs 
operated by the State of Minnesota; the United States federal government or the Canadian 
government, as applicable; or any Participating Entity. Vendor certifies and warrants that 
neither it nor its principals have been convicted of a criminal offense related to the subject 
matter of this Contract. Vendor further warrants that it will provide immediate written notice 
to Sourcewell if this certification changes at any time. 
 

21. PROVISIONS FOR NON-UNITED STATES FEDERAL ENTITY PROCUREMENTS UNDER 
UNITED STATES FEDERAL AWARDS OR OTHER AWARDS 

 
Participating Entities that use United States federal grant or FEMA funds to purchase goods or 
services from this Contract may be subject to additional requirements including the 
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procurement standards of the Uniform Administrative Requirements, Cost Principles and Audit 
Requirements for Federal Awards, 2 C.F.R. § 200. Participating Entities may also require 
additional requirements based on specific funding specifications. Within this Article, all 
references to “federal” should be interpreted to mean the United States federal government. 
The following list only applies when a Participating Entity accesses Vendor’s Equipment, 
Products, or Services with United States federal funds. 
 
A. EQUAL EMPLOYMENT OPPORTUNITY. Except as otherwise provided under 41 C.F.R. § 60, all 
contracts that meet the definition of “federally assisted construction contract” in 41 C.F.R. § 60-
1.3 must include the equal opportunity clause provided under 41 C.F.R. §60-1.4(b), in 
accordance with Executive Order 11246, “Equal Employment Opportunity” (30 FR 12319, 
12935, 3 C.F.R. §, 1964-1965 Comp., p. 339), as amended by Executive Order 11375, “Amending 
Executive Order 11246 Relating to Equal Employment Opportunity,” and implementing 
regulations at 41 C.F.R. § 60, “Office of Federal Contract Compliance Programs, Equal 
Employment Opportunity, Department of Labor.” The equal opportunity clause is incorporated 
herein by reference. 
 
B. DAVIS-BACON ACT, AS AMENDED (40 U.S.C. § 3141-3148). When required by federal 
program legislation, all prime construction contracts in excess of $2,000 awarded by non-
federal entities must include a provision for compliance with the Davis-Bacon Act (40 U.S.C. § 
3141-3144, and 3146-3148) as supplemented by Department of Labor regulations (29 C.F.R. § 5, 
“Labor Standards Provisions Applicable to Contracts Covering Federally Financed and Assisted 
Construction”). In accordance with the statute, contractors must be required to pay wages to 
laborers and mechanics at a rate not less than the prevailing wages specified in a wage 
determination made by the Secretary of Labor. In addition, contractors must be required to pay 
wages not less than once a week. The non-federal entity must place a copy of the current 
prevailing wage determination issued by the Department of Labor in each solicitation. The 
decision to award a contract or subcontract must be conditioned upon the acceptance of the 
wage determination. The non-federal entity must report all suspected or reported violations to 
the federal awarding agency. The contracts must also include a provision for compliance with 
the Copeland “Anti-Kickback” Act (40 U.S.C. § 3145), as supplemented by Department of Labor 
regulations (29 C.F.R. § 3, “Contractors and Subcontractors on Public Building or Public Work 
Financed in Whole or in Part by Loans or Grants from the United States”). The Act provides that 
each contractor or subrecipient must be prohibited from inducing, by any means, any person 
employed in the construction, completion, or repair of public work, to give up any part of the 
compensation to which he or she is otherwise entitled. The non-federal entity must report 
all suspected or reported violations to the federal awarding agency. Vendor must be in 
compliance with all applicable Davis-Bacon Act provisions. 
 
C. CONTRACT WORK HOURS AND SAFETY STANDARDS ACT (40 U.S.C. § 3701-3708). Where 
applicable, all contracts awarded by the non-federal entity in excess of $100,000 that involve 
the employment of mechanics or laborers must include a provision for compliance with 40 
U.S.C. §§ 3702 and 3704, as supplemented by Department of Labor regulations (29 C.F.R. § 5). 
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Under 40 U.S.C. § 3702 of the Act, each contractor must be required to compute the wages of 
every mechanic and laborer on the basis of a standard work week of 40 hours. Work in excess 
of the standard work week is permissible provided that the worker is compensated at a rate of 
not less than one and a half times the basic rate of pay for all hours worked in excess of 40 
hours in the work week. The requirements of 40 U.S.C. § 3704 are applicable to construction 
work and provide that no laborer or mechanic must be required to work in surroundings or 
under working conditions which are unsanitary, hazardous or dangerous. These requirements 
do not apply to the purchases of supplies or materials or articles ordinarily available on the 
open market, or contracts for transportation or transmission of intelligence. This provision is 
hereby incorporated by reference into this Contract. Vendor certifies that during the term of an 
award for all contracts by Sourcewell resulting from this procurement process, Vendor must 
comply with applicable requirements as referenced above. 
 
D. RIGHTS TO INVENTIONS MADE UNDER A CONTRACT OR AGREEMENT. If the federal award 
meets the definition of “funding agreement” under 37 C.F.R. § 401.2(a) and the recipient or 
subrecipient wishes to enter into a contract with a small business firm or nonprofit organization 
regarding the substitution of parties, assignment or performance of experimental, 
developmental, or research work under that “funding agreement,” the recipient or subrecipient 
must comply with the requirements of 37 C.F.R. § 401, “Rights to Inventions Made by Nonprofit 
Organizations and Small Business Firms Under Government Grants, Contracts and Cooperative 
Agreements,” and any implementing regulations issued by the awarding agency. Vendor 
certifies that during the term of an award for all contracts by Sourcewell resulting from this 
procurement process, Vendor must comply with applicable requirements as referenced above. 
 
E. CLEAN AIR ACT (42 U.S.C. § 7401-7671Q.) AND THE FEDERAL WATER POLLUTION CONTROL 
ACT (33 U.S.C. § 1251-1387). Contracts and subgrants of amounts in excess of $150,000 require 
the non-federal award to agree to comply with all applicable standards, orders or regulations 
issued pursuant to the Clean Air Act (42 U.S.C. § 7401- 7671q) and the Federal Water Pollution 
Control Act as amended (33 U.S.C. § 1251- 1387). Violations must be reported to the Federal 
awarding agency and the Regional Office of the Environmental Protection Agency (EPA). Vendor 
certifies that during the term of this Contract will comply with applicable requirements as 
referenced above. 
 
F. DEBARMENT AND SUSPENSION (EXECUTIVE ORDERS 12549 AND 12689). A contract award 
(see 2 C.F.R. § 180.220) must not be made to parties listed on the government wide exclusions 
in the System for Award Management (SAM), in accordance with the OMB guidelines at 2 C.F.R. 
§180 that implement Executive Orders 12549 (3 C.F.R. § 1986 Comp., p. 189) and 12689 (3 
C.F.R. § 1989 Comp., p. 235), “Debarment and Suspension.” SAM Exclusions contains the names 
of parties debarred, suspended, or otherwise excluded by agencies, as well as parties declared 
ineligible under statutory or regulatory authority other than Executive Order 12549. Vendor 
certifies that neither it nor its principals are presently debarred, suspended, proposed for 
debarment, declared ineligible, or voluntarily excluded from participation by any federal 
department or agency. 
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G. BYRD ANTI-LOBBYING AMENDMENT, AS AMENDED (31 U.S.C. § 1352). Vendors must file 
any required certifications. Vendors must not have used federal appropriated funds to pay any 
person or organization for influencing or attempting to influence an officer or employee of any 
agency, a member of Congress, officer or employee of Congress, or an employee of a member 
of Congress in connection with obtaining any federal contract, grant, or any other award 
covered by 31 U.S.C. § 1352. Vendors must disclose any lobbying with non-federal funds that 
takes place in connection with obtaining any federal award. Such disclosures are forwarded 
from tier to tier up to the non-federal award. Vendors must file all certifications and disclosures 
required by, and otherwise comply with, the Byrd Anti-Lobbying Amendment (31 U.S.C. § 
1352). 
 
H. RECORD RETENTION REQUIREMENTS. To the extent applicable, Vendor must comply with 
the record retention requirements detailed in 2 C.F.R. § 200.333. The Vendor further certifies 
that it will retain all records as required by 2 C.F.R. § 200.333 for a period of 3 years after 
grantees or subgrantees submit final expenditure reports or quarterly or annual financial 
reports, as applicable, and all other pending matters are closed. 
 
I. ENERGY POLICY AND CONSERVATION ACT COMPLIANCE. To the extent applicable, Vendor 
must comply with the mandatory standards and policies relating to energy efficiency which are 
contained in the state energy conservation plan issued in compliance with the Energy Policy 
and Conservation Act. 
 
J. BUY AMERICAN PROVISIONS COMPLIANCE. To the extent applicable, Vendor must comply 
with all applicable provisions of the Buy American Act. Purchases made in accordance with the 
Buy American Act must follow the applicable procurement rules calling for free and open 
competition. 
 
K. ACCESS TO RECORDS (2 C.F.R. § 200.336). Vendor agrees that duly authorized 
representatives of a federal agency must have access to any books, documents, papers and 
records of Vendor that are directly pertinent to Vendor’s discharge of its obligations under this 
Contract for the purpose of making audits, examinations, excerpts, and transcriptions. The right 
also includes timely and reasonable access to Vendor’s personnel for the purpose of interview 
and discussion relating to such documents. 
 
L. PROCUREMENT OF RECOVERED MATERIALS (2 C.F.R. § 200.322). A non-federal entity that is 
a state agency or agency of a political subdivision of a state and its contractors must comply 
with Section 6002 of the Solid Waste Disposal Act, as amended by the Resource Conservation 
and Recovery Act. The requirements of Section 6002 include procuring only items designated in 
guidelines of the Environmental Protection Agency (EPA) at 40 C.F.R. § 247 that contain the 
highest percentage of recovered materials practicable, consistent with maintaining a 
satisfactory level of competition, where the purchase price of the item exceeds $10,000 or the 
value of the quantity acquired during the preceding fiscal year exceeded $10,000; procuring 

Page 332

Item #10.



030321-KON 
 

Rev. 10/2020                           18 
 

solid waste management services in a manner that maximizes energy and resource recovery; 
and establishing an affirmative procurement program for procurement of recovered materials 
identified in the EPA guidelines.  
 

22. CANCELLATION 
 

Sourcewell or Vendor may cancel this Contract at any time, with or without cause, upon 60 
days’ written notice to the other party. However, Sourcewell may cancel this Contract 
immediately upon discovery of a material defect in any certification made in Vendor’s Proposal.  
Cancellation of this Contract does not relieve either party of financial, product, or service 
obligations incurred or accrued prior to cancellation. 
 
 

Sourcewell Konica Minolta Business Solutions U.S.A., Inc. 
 
 

By: __________________________ By: __________________________ 
Jeremy Schwartz Kristen McKenna 

Title: Chief Procurement Officer Title: State and Cooperative Contract 
Manager 
 

Date: ________________________ Date: ________________________ 

Approved:  
  
By: __________________________  

Chad Coauette  
Title: Executive Director/CEO  
 
Date: ________________________ 
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 Exceptions to Terms, Conditions, or Specifications Form 
 
Only those Proposer Exceptions to Terms, Conditions, or Specifications that have been accepted by Sourcewell have been 
incorporated into the contract text.
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AMENDMENT #1 
TO  

CONTRACT # 030321-KON 
 
 
THIS AMENDMENT is by and between Sourcewell and Konica Minolta Business Solutions U.S.A., Inc. 
(Vendor).  
 
Sourcewell awarded a contract to Vendor to provide Copiers, Printers, and Multi-Function Devices with 
Related Supplies, Accessories, and Services to Sourcewell and its Participating Entities, effective April 22, 
2021, through April 19, 2025 (Contract). 
 
The parties wish to amend the following terms within the Contract.  

 
1. This Amendment is effective upon the date of the last signature below. 

 
2. Attachment A, Line 50 is amended to add the following offering below; and Exhibits B and B-1 

are attached and included in this Amendment: 
 

Purchase Order only transaction. The following language must be incorporated into the 
member or participating entity’s purchase order when ordering Advantage Lease (hardware 
with maintenance included): 
 
This purchase order incorporates the terms and conditions of the Konica Minolta Sourcewell 
Contract No. 030321-kon specifically those financing terms from the Financing Agreement 
referenced in Attachment A Table 10, attached as Exhibit B and Exhibit B-1 as set forth in 
https://kmbs.konicaminolta.us/kmbs/microsites/sourcewell contract for full terms and 
conditions that govern and control financing transactions which we have read and expressly 
agree to be bound by, as the controlling terms over any preprinted terms stated on this 
purchase order. 

 
Except as amended by this Amendment, the Contract remains in full force and effect. 
 
Sourcewell      Konica Minolta  
        Business Solutions U.S.A., Inc. 
 
By:       By:      
Jeremy Schwartz, Chief Procurement Officer  Kristen McKenna 
 
Date:        Title:        
 
Approved:      Date:       
  
 
By:      
Chad Coauette, Executive Director/CEO   
 
Date:       
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SOURCEWELL AND  
KONICA MINOLTA BUSINESS SOLUTIONS U.S.A., INC. 

ADOPTION AGREEMENT 
 
 

This Adoption Agreement is between Sourcewell, 202 12th Street Northeast, P.O. Box 219, 
Staples, MN  56479 U.S.A. (Sourcewell) and Konica Minolta Business Solutions U.S.A., Inc., 1595 
Spring Hill Road, Suite 410, Vienna, VA (Konica Minolta). 
 
Sourcewell and Konica Minolta are parties to the Contract bearing Contract number 030321-
KON, effective April 22, 2021 (Contract), pursuant to which Konica Minolta provides equipment, 
products, or services to Sourcewell Participating Entities in the United States. Konica Minolta 
wishes to adopt the Contract for sales in Canada and Sourcewell agrees to such adoption in 
Canada. 
 
 

1. TERM OF ADOPTION AGREEMENT 
 

The Adoption Agreement is effective upon the date of the final signature below. The Term of the 
Adoption Agreement will be the same as the term of the Contract. If the Contract terminates for 
any reason or expires, the Adoption Agreement will terminate or expire at the same time. 

 
2. ADOPTION OF CONTRACT 

 
Sourcewell and Konica Minolta enter into this Adoption Agreement, which incorporates by 
reference the terms and conditions of the Contract, and modifies the terms and conditions of 
the Contract only as provided herein. For purposes of this Adoption Agreement, Konica Minolta 
Canada will be considered “Vendor” under the Contract. 
 
A. Ratification.  Except as set forth in this Adoption Agreement, the Contract is hereby ratified 

and confirmed and except as modified by this Adoption Agreement, all terms and 
conditions are hereby incorporated by reference and remain in full force and effect with 
the same force and effect as if the full text were presented in its entirety.  
 

B. Conflict. In the event of any conflict between the terms of the Contract, any previous or 
future amendment(s) and this Adoption Agreement, this Adoption Agreement will control. 
 

3. PROVISIONS OF THE ADOPTION AGREEMENT 
 

The following changes to the Contract are applicable to all equipment, products, or services in 
Canada: 

 
A. All acquisitions made by Sourcewell Participating Entities under the Agreement in Canada 

will be delivered and invoiced by Konica Minolta’s Canadian affiliate, Konica Minolta 
Business Solutions (Canada) Ltd. with an address at 5875 Explorer Drive, Mississauga, 
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Ontario L4W 0E1.   
B. Customer will be invoiced for the sale of Products and related Services in Canada in 

Canadian Dollars as follows: 
1. Prices will be converted to Canadian Dollars every calendar quarter (Jan-March, April-

June, July-Sept, Oct-Dec) and will be valid for that period. Exchange rates will be 
provided to the Customer according to the average exchange rate between U.S. 
Dollars and Canadian Dollars over the preceding 90 days as published on 
www.oanda.com.   

2. All taxes for the acquisition of Products and related Services procured in Canada will 
be assessed in accordance with the applicable Canadian local, provincial, and federal 
laws and regulations. 

3. Standard Services will be provided during normal business hours, from 8:30 am to 
5:00 pm (local time), Monday through Friday, exclusive of core Canadian federal and 
provincial holidays observed by the local Konica Minolta affiliate.  Pricing for 
extended coverage Services will be quoted upon request. 

4. Should Customer elect to lease hardware, the lease will be governed by separate and 
stand-alone lease agreement(s), and local Konica Minolta affiliate will liaise between 
Customer and local Konica Minolta’s finance partner. 

 
Except as modified herein, the Contract remains in full force and effect, and the parties hereby 
ratify the Contract as amended herein and agree to be bound by its terms with respect to the 
equipment, products, or services in Canada as contemplated by this Adoption Agreement. 
 

 

Sourcewell Konica Minolta Business Solutions U.S.A., Inc. 
 

By: __________________________ By: __________________________ 
Jeremy Schwartz Printed Name:  
 
Title: Chief Procurement Officer 

 
Title: _______________________ 
 

Date: ________________________ Date: ________________________ 
 
 

Approved:  
  
By: __________________________  
Chad Coauette  
Title: Executive Director/CEO  
 
Date: ________________________ 
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RESOLUTION NO. 2024-___ 

 

A RESOLUTION BY COUNCILMEMBERS KIMBERLY JAMES, HECTOR 

GUTIERREZ, LATRESA AKINS-WELLS, AND ALLAN MEARS TO APPROVE THE 

PURCHASE OF COPIER RENTALS FOR USE BY ALL CITYWIDE DEPARTMENTS 

WITH NOVATECH.  

 

WHEREAS, the City of Forest Park (“City”) is a municipal corporation duly organized 

and existing under the laws of the State of Georgia; and 

 

WHEREAS, currently the City has centralized the need for copiers for every City 

department under one City account to help with Citywide inventory control, consolidation of the 

monthly invoice, late payments, and account holds; and  

 

WHEREAS, the City’s Finance/Procurement Division (“Division”) requests approval for 

the City to enter into a Sourcewell cooperative contract #030321-KON (“Contract”) with 

NovaTech in the amount of Twenty-Five Thousand, Six Hundred and Twenty Dollars and 00/100 

Cents ($25,620.00) for the purchase of copier rentals; and  

 

WHEREAS, the approval of this Contract and the purchase of these copier rentals are 

necessary to promote efficiency within the City which in turn will help with the welfare, health, 

and safety of City citizens.  

 

THEREFORE, THE CITY COUNCIL OF FOREST PARK, GEORGIA HEREBY 

RESOLVES:  

 

Section 1. Approval. The request to enter into a Sourcewell cooperative contract with NovaTech 

in the amount of Twenty-Five Thousand, Six Hundred and Twenty Dollars and 00/100 Cents 

($25,620.00) for the purchase of copier rentals as presented to the Mayor and City Council on 

November 18, 2024, is hereby approved; and 

 

Section 2. Public Record. This document shall be maintained as a public record by the City Clerk 

(“Clerk”) and shall be accessible to the public during all normal business hours of the City. 

 

Section 3. Authorization of Execution. The Mayor is hereby authorized to sign all documents 

necessary to effectuate this Resolution.  

 

Section 4. Attestation. The Clerk is authorized to execute, attest to, and seal any documents 

necessary to effectuate this Resolution, subject to approval as to form by the City Attorney.  

 

Section 5. Effective Date. This Resolution shall become effective immediately upon its adoption 

by the Mayor and City Council of the City of Forest Park as provided in the City Charter.  
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SO RESOLVED this _____ day of _______________________, 2024. 

 

CITY OF FOREST PARK, GEORGIA 

 

 

________________________________ 

Angelyne Butler, Mayor 

 

ATTEST: 

 

 

__________________________________ (SEAL) 

City Clerk 

 

APPROVED AS TO FORM: 

 

 

__________________________________ 

City Attorney 
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File Attachments for Item:

11. Council Discussion on the approval of a Task Order for Precision Planning to provide Design 
Development Services for the new City Center-Planning and Community Development Department

Background/History:

The City is in the process of contracting with a Construction Manager at Risk (CMAR) for construction of 
the City Center building (City Hall, Municipal Court, Police Headquarters and Recreation Facility). The new 
facility will be based on Schematic Design drawings completed by Precision Planning, Inc. (PPI) in August 
2024 and will be approximately 200,000 SF, including structured parking. PPI will provide Design 
Development Services and will coordinate with the CMAR during the preconstruction phase, per the Scope 
of Services outlined in the Task Order. Once the documents are finalized and a Guaranteed Maximum 
Price (GMP) is approved, a separate task order proposal will be requested and issued for Construction 
Documents (CD’s) and Construction Contract Administration services.
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City Council Agenda 
Item 

Subject: - Council Discussion and Approval of a Task Order for Precision Planning to provide Design 
Development Services for the New City Center. Executive Offices 

 

Submitted By:              James Shelby, Project Manager  

Date Submitted:           November 8, 2024  

Work Session Date:     November 18, 2024  

Council Meeting Date: November 18, 2024  

Background/History:  
The City is in the process of contracting with a Construction Manager at Risk (CMAR) for construction of the City 
Center building (City Hall, Municipal Court, Police Headquarters and Recreation Facility). The new facility will be 
based on Schematic Design drawings completed by Precision Planning, Inc. (PPI) in August 2024 and will be 
approximately 200,000 SF, including structured parking. PPI will provide Design Development Services and will 
coordinate with the CMAR during the preconstruction phase, per the Scope of Services outlined in the Task Order. 
Once the documents are finalized and a Guaranteed Maximum Price (GMP) is approved, a separate task order 
proposal will be requested and issued for Construction Documents (CD’s) and Construction Contract Administration 
services. 

Cost: $496,750.00 

 

 

Budgeted for: 

  

Yes 

  

No 

Financial Impact: There is no budgetary impact on the City’s General Funds. The project will be 
funded from SPLOST 2021 Bonds (326-26-7520-54-1200) 

 

Action Requested from Council: Staff recommends the approval of the Task Order for PPI to 
provide Design Development Services for the New City Center.  
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400 Pike Boulevard 

Lawrenceville, GA 30046 

 

Task Order  PPI 2024.02c 
 

To: 

CITY OF FOREST PARK 

745 Forest Pkwy. 

Forest Park, GA  30297 

Date:  September 18, 2024 

Attn: 
Mr. James Shelby 

Director of Planning, Building and Zoning 
From: Precision Planning, Inc. 

Project: CITY CENTER -Design Development   

Task Order No.: PPI 2024.02c   

Project Understanding 

We understand that the Client is in the process of contracting with a Construction Manager at Risk (CMAR) for construction 

of the City Center building (City Hall, Municipal Court, Police Headquarters and Recreation Facility). The new facility will be 

based on Schematic Design drawings completed by Precision Planning, Inc. (PPI) in August 2024 and will be approximately 

200,000 SF, including structured parking. PPI will provide Design Development Services and will coordinate with the CMAR 

during the preconstruction phase, per the Scope of Services outlined below. Once the documents are finalized and a 

Guaranteed Maximum Price (GMP) is approved, a separate task order proposal will be requested and issued for 

Construction Documents (CD’s) and Construction Contract Administration services. 

 

SCOPE OF WORK:  

I. Design Development Services 

A. Preparation of Design Development documents for Client review and CMAR pricing to include the following: 

a. Civil Engineering & Landscape Architecture drawings suitable for GMP Pricing  

b. Architectural, Interior Design, Structural, Mechanical, Plumbing, Fire Protection, Electrical and Low 

Voltage drawings suitable for GMP Pricing 

c. Draft Project Manual 

d. Updated professional renderings at completion of Design Development Phase   

B. Up to eight (8) design and value review meetings with the Client and the CMAR  

C. Assistance in review of the CMAR’s GMP Assumptions and Clarifications 

  
 Compensation:

PPI proposes to provide the Scope of Services listed above for the following Not to Exceed (N.T.E.) Fees:  

                                                      N.T.E. FEE 

I. Design Development Services                                                                            $489,750.00        

Reimbursable Expenses N.T.E.      $  7,000.00      

Total N.T.E. Fees:                  $496,750.00 

 

PPI will invoice monthly based on actual man-hours according to the contracted Schedule of Hourly Rates, plus 

reimbursable expenses (printing and mileage).   

 

Note:  Fees are based upon a maximum construction cost of $60,000,000.00.   
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400 Pike Boulevard 

Lawrenceville, GA 30046 

 

Task Order  PPI 2024.02c 
 

Additional Services: 

The following are additional services which may be provided and invoiced according to the 

contracted Schedule of Hourly Rates: 

1. Additional meetings or site visits required or requested by the Client 

2. Services required due to significant changes in the project including, but not limited to, 

size, quality, complexity or Client’s schedule 

3. Additional construction contracts or GMP packages 

4. Construction Documents 

5. Permitting 

6. Construction Contract Administration 

7. Furniture Design and Specification 

8. Commissioning services 

9. LEED Certification services 
 

Exclusions and Assumptions: 

1. Re-zoning or special use permits 

2. Environmental engineering, i.e., wetlands, Phase I audits, stream buffer variances 

3. Geotechnical, special inspections or materials testing 

4. Flood studies 

5. Site retaining wall design 

 

  

AUTHORIZATION TO PROCEED – THIS TASK ORDER ONLY 

Using Department  

Authorized by: ____________________________ Title:  City of Forest Park City Manager 

Print Name: ____Ricky L. Clark, Jr.___________ Date: ________________________________ 

Approved for Funding 

Authorized by: ___________________________ Title: Director of Finance   

Print Name: ___________________________ Date: ________________________________ 

Budget Line Item #_________________________ Project # _______________________________ 

 

G:\DOCUMENT\24\A24-000\1502\Forest Park Standby Services\TO 2024.02c City Center DD\TO No. 2024.02c City Center (PPI).Docx 
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RESOLUTION NO. 2024-___ 

 

A RESOLUTION BY COUNCILMEMBERS KIMBERLY JAMES, HECTOR 

GUTIERREZ, LATRESA AKINS-WELLS, AND ALLAN MEARS TO APPROVE 

PRECISION PLANNING, INC.’S TASK ORDER FDC 2024.02c FOR PRECISION 

PLANNING TO DESIGN DEVELOPMENT SERVICES FOR THE NEW CITY CENTER 

FROM THE CITY’S PLANNING AND COMMUNITY DEVELOPMENT DEPARTMENT. 

 

WHEREAS, the City of Forest Park (“City”) is a municipal corporation duly organized 

and existing under the laws of the State of Georgia; and 

 

WHEREAS, Precision Planning, Inc. (“Precision”) prepared task order FDC 2024.02c 

(“Task Order”) to assist the City with contract assistance and construction observation for the new 

City Center; and  

 

WHEREAS, the City is in the process of contracting with a Construction Manager at Risk 

(“CMAR”) for construction of the City Center building; and  

 

 WHEREAS, the new facility will be based on schematic design drawings completed by 

Precision in August of 2024 and will be approximately two hundred thousand (200,000) square 

feet, including structured parking; and  

 

WHEREAS, Precision shall provide design development services and will coordinate with 

the CMAR during the preconstruction phase, per the Task Order; and   

 

WHEREAS, the total cost shall not exceed Four Hundred and Ninety-Six Thousand, 

Seven Hundred and Fifty Dollars and 00/100 Cents ($496,750.00); and  

 

WHEREAS, there is no budgetary impact on the City’s general funds as this project will 

be funded from SPLOST 2021 Bonds (326-26-7520-54-1200); and  

 

WHEREAS, the City’s Planning and Community Development Department 

(“Department”) requests the City Council to approve the Task Order so that Precision can move 

forward with assisting the design and development of the new City Center Executive Offices; and 

 

WHEREAS, the approval of the Task Order is necessary for the health, safety, and general 

welfare of the citizens.  

 

THEREFORE, THE CITY COUNCIL OF FOREST PARK, GEORGIA HEREBY 

RESOLVES:  

 

Section 1. Approval. The Department’s request to approve Precision Planning, Inc.’s Task Order 

as presented to the Mayor and City Council on November 18, 2024 is hereby approved.  

 

Section 2. Public Record. This document shall be maintained as a public record by the City Clerk 

(“Clerk”) and shall be accessible to the public during all normal business hours of the City. 
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Section 3. Authorization of Execution. The Mayor is hereby authorized to sign all documents 

necessary to effectuate this Resolution.  

 

Section 4. Attestation. The Clerk is authorized to execute, attest to, and seal any documents 

necessary to effectuate this Resolution, subject to approval as to form by the City Attorney.  

 

Section 5. Effective Date. This Resolution shall become effective immediately upon its adoption 

by the Mayor and City Council of the City of Forest Park as provided in the City Charter.  

 

SO RESOLVED this _____ day of ________________________, 2024. 

 

 

CITY OF FOREST PARK, GEORGIA 

 

 

________________________________ 

Angelyne Butler, Mayor 

 

ATTEST: 

 

 

___________________________________ (SEAL) 

City Clerk 

 

APPROVED AS TO FORM: 

 

 

___________________________________ 

City Attorney 
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File Attachments for Item:

12. Council Discussion on the Approval of a Task Order for Falcon-Design to provide pre-
construction assistance and construction administration for the new City Center Project-Planning 
and Community Development Department

Background/History:

The City is in the process of contracting with a Construction Manager at Risk (CMAR) for construction of 
the City Center building that would include Administration, City Hall, Municipal Court, Police Headquarters 
and Recreation Facility. Falcon Design will provide support throughout the design and construction phase 
that would include pre-construction assistance and construction administration. 
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City Council Agenda 
Item 

Subject: - Council Discussion and Approval of a Task Order for approval of the Task Order for Falcon 
Design to provide Pre-Construction Assistance and Construction Administration for the New City Center 
Executive Offices 

 

Submitted By:              James Shelby, Project Manager  

Date Submitted:           November 8, 2024  

Work Session Date:     November 18, 2024  

Council Meeting Date: November 18, 2024  

Background/History:  
The City is in the process of contracting with a Construction Manager at Risk (CMAR) for construction of the City 
Center building that would include Administration, City Hall, Municipal Court, Police Headquarters and Recreation 
Facility. Falcon Design will provide support throughout the design and construction phase that would include pre-
construction assistance and construction administration.  

Cost: Preconstruction Assistance Not to Exceed $7,500.00 
          Construction Administration Not to Exceed $25,000.00 

 

 

Budgeted for: 

  

Yes 

  

No 

Financial Impact: There is no budgetary impact on the City’s General Funds. The project will be 
funded from SPLOST 2021 Bonds (326-26-7520-54-1200) 

 

Action Requested from Council: Staff recommends the approval of the Task Order for Falcon 
Design to provide Pre-Construction Assistance and Construction Administration for the New 
City Center.  
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Task Order FDC 2024.12 
 

       

STOCKBRIDGE OFFICE:  235 Corporate Center Dr., Suite 200, Stockbridge, GA  30281 / Phone: 770.389.8666 
CUMMING OFFICE:  500 Pirkle Ferry Road, Suite C, Cumming, GA  30040 / Phone:  678.807.7100 

NEWNAN OFFICE: 40 Greenway Circle, Suite A, Newnan, GA  30265 / Phone:  770.755.7978 

    
___________________________________________________________________________________________________ 

 
       To:  City of Forest Park    Date:   November 4, 2024 

    745 Forest Pkwy.     From:  Falcon Design Consultants, LLC 
   Forest Park, GA 30297 
       

Attn:  Mr. Ricky L. Clark, JR 
  

Project:    City Center 

TO No.:   FDC 2024.12 
 
Background Information and Project Scope 
 
Falcon Design Consultants, LLC (FDC) has prepared this Task Order (TO) to assist the City of Forest Park with contract 
assistance and construction observation for the future City Center location.   The City has hired a CM at risk to build the project 
and would like FDC to provide support throughout the design and construction phase. 

 
 

Task – A. Pre Construction Assistance: 
 

• Attend meetings to discuss design and provide input as instructed by City staff. 
• Review design plans periodically per city request. 
• Review invoices from design team and make recommendations to City. 

 
  Task – B. Construction Observation: 
 

• Review of monthly invoices from chosen CM at Risk. 
• Attend monthly meetings when requested. 
• Make recommendations to the City of Forest Park. 
 

 
Fee Estimate 
The budget below includes staff time and expenses necessary to perform the scope of work outlined above.  This budget is 
for the scope of work referenced above. 
 

Design and Bid Services: Estimated Budget 
     A.    Pre Construction Assistance:    Hourly Not to Exceed $7,500.00 

B.    Construction Administration:     Hourly Not to Exceed $25,000.00 
 
 
 

Authorized: 
As our authorization to proceed with the scope of work, schedule and fee structure outlined herein, please sign in the 
space provided below and return one copy to this office for our records. 
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Task Order FDC 2024.12 
 

       

STOCKBRIDGE OFFICE:  235 Corporate Center Dr., Suite 200, Stockbridge, GA  30281 / Phone: 770.389.8666 
CUMMING OFFICE:  500 Pirkle Ferry Road, Suite C, Cumming, GA  30040 / Phone:  678.807.7100 

NEWNAN OFFICE: 40 Greenway Circle, Suite A, Newnan, GA  30265 / Phone:  770.755.7978 

 

AUTHORIZATION TO PROCEED – THIS TASK ORDER ONLY 

Authorized by: ____________________________   Title:       City Manager                                       

Print Name:   Ricky L. Clark, JR                             Date: ________________________________ 

Approved for Funding 

Authorized by:                                                            Title: ________________________________ 

Print Name: _____________________________  Date: ________________________________ 

Budget Line Item #_________________________  

Authorized by: ____           _______________  Title:     Managing Partner   ____________              
 
 
Print Name: ____Adam Price, P.E.    ______________                      Date:___11/4/2024   
________________________
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RESOLUTION NO. 2024-___ 

 

A RESOLUTION BY COUNCILMEMBERS KIMBERLY JAMES, HECTOR 

GUTIERREZ, LATRESA AKINS-WELLS, AND ALLAN MEARS TO APPROVE 

FALCON DESIGN CONSULTANTS LLC’S TASK ORDER FDC 2024.12 FOR FALCON 

DESIGN TO PROVIDE PRE-CONSTRUCTION ASSISTANCE AND CONSTRUCTION 

ADMINISTRATION FOR THE NEW CITY CENTER EXECUTIVE OFFICES FROM 

THE CITY’S PLANNING AND COMMUNITY DEVELOPMENT DEPARTMENT. 

 

WHEREAS, the City of Forest Park (“City”) is a municipal corporation duly organized 

and existing under the laws of the State of Georgia; and 

 

WHEREAS, on Falcon Design Consultants, LLC (“Falcon Design”) prepared task order 

FDC 2024.12 (“Task Order”) to assist the City with contract assistance and construction 

observation for the new City Center Executive Offices; and  

 

WHEREAS, the pre-construction assistance shall not exceed the quote of Seven 

Thousand, Five Hundred Dollars and 00/100 Cents ($7,500.00); and  

 

WHEREAS, the construction administration shall not exceed the quote of Twenty-Five 

Thousand Dollars and 00/100 Cents ($25,000.00); and  

 

WHEREAS, there is no budgetary impact on the City’s general funds as this project will 

be funded from SPLOST 2021 Bonds (326-26-7520-54-1200); and  

 

WHEREAS, the City’s Planning and Community Development Department 

(“Department”) requests the City Council to approve the Task Order so that Falcon Design can 

move forward with assisting the City with contract assistance and construction observation for the 

new City Center Executive Offices; and 

 

WHEREAS, the approval of the Task Order is necessary for the health, safety, and general 

welfare of the citizens.  

 

THEREFORE, THE CITY COUNCIL OF FOREST PARK, GEORGIA HEREBY 

RESOLVES:  

 

Section 1. Approval. The Department’s request to approve Falcon Design’s Task Order as 

presented to the Mayor and City Council on November 18, 2024 is hereby approved.  

 

Section 2. Public Record. This document shall be maintained as a public record by the City Clerk 

(“Clerk”) and shall be accessible to the public during all normal business hours of the City. 

 

Section 3. Authorization of Execution. The Mayor is hereby authorized to sign all documents 

necessary to effectuate this Resolution.  
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Section 4. Attestation. The Clerk is authorized to execute, attest to, and seal any documents 

necessary to effectuate this Resolution, subject to approval as to form by the City Attorney.  

 

Section 5. Effective Date. This Resolution shall become effective immediately upon its adoption 

by the Mayor and City Council of the City of Forest Park as provided in the City Charter.  

 

SO RESOLVED this _____ day of ________________________, 2024. 

 

 

CITY OF FOREST PARK, GEORGIA 

 

 

________________________________ 

Angelyne Butler, Mayor 

 

ATTEST: 

 

 

___________________________________ (SEAL) 

City Clerk 

 

APPROVED AS TO FORM: 

 

 

___________________________________ 

City Attorney 
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File Attachments for Item:

13. Council Discussion on the Approval of the purchase of Administrative Vehicles-
Procurement/Information Technology

Background/History:

The IT department currently uses vehicles supplied by the Public Works Department. The vehicles that are 
currently being used are more than 10 years old and/or have over 150K miles. The IT department is 
requesting to purchase two small trucks as well as small cargo van from DOAS cooperative contract 9999-
SPD-40199373 with Wade Ford. The cost for the van is $46,210.00 and the cost for each truck is 
$32,030.00 for a total cost of $110,270.00 utilizing ARPA funds, which was approved during this year's 
budget meeting with City Manager and the Finance Director. 
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 City Council Agenda Item 

Title of Agenda Item: Council Discussion on the Approval of the purchase of Administrative Vehicles-
Procurement/Information Technology 

Submitted By: Josh Cox, IT Director  

Date Submitted: 11-11-2024 

Work Session Date: 11-18-2024 

Council Meeting Date: 11-18-2024 

Background/History: 

The IT department currently uses vehicles supplied by the Public Works Department. The vehicles that are 
currently being used are more than 10 years old and/or have over 150K miles. The IT department is requesting to 
purchase two small trucks as well as small cargo van from DOAS cooperative contract 9999-SPD-40199373 with 
Wade Ford. The cost for the van is $46,210.00 and the cost for each truck is $32,030.00 for a total cost of 
$110,270.00 utilizing ARPA funds, which was approved during this year's budget meeting with City Manager and 
the Finance Director.  

 

Action Requested from Council: 

Approval to use ARPA funds for the purchase of 3 vehicles for the IT department. 

 

Cost: $  110,270.00 Budgeted for: X Yes  No 

Financial Impact: 
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PRICING  PROPOSAL
DATE

GA Statewide Contract 99999-001-SPD0000183-0006 

CUSTOMER RODNEY VIRGIL

CONTACT CITY OF FOREST PARK

PHONE

EMAIL

ADDRESS

Vehicle

Color OXFORD WHITE

Stock # VIN

Miles

$31,630.00 -

 $500.00 -

 $0.00 -

$0.00 -

$32,130.00 -

 $0.00 -

- ($100.00) +
$32,030.00 $0.00

+ $0.00 Name

Trade Payoff + $0.00 Address

+ $0.00

+ $0.00 Phone

+ $0.00

$32,030.00 Email

Total Quantity 2
Order Total $64,060.00

X Ron Morgan

Buyer Date Account Manager Date

404-366-4720

Friday, November 8, 2024

Account Manager:  RON MORGAN

 rvirgil@forestparkga.gov

VEHICLE TRADE

STOCK FEE Mileage Adjustment

2024 MAVERICK XLT

RRB09333; RRB10871

PRICING Actual Value

Vehicle Price - Tires

Tag/Registration Fee (estimate) Mechanical repairs

DOC FEE Brakes

Vehicle Selling Price Scratches / Paint

TOTAL UPFIT- Body Damage / Dents

Customer Rebates / GPC Extra Allowance
Difference Allowance:

Balance Due (estimate)

11/8/2024

NOTES

 This sales order does not guarantee  availability

A purchase order is required to guarantee availability.

FLEETTAIL

Service PLAN 7 / 100

Shipping Fee 

Taxes 7%

PREM EXTENDED 5YR / 100
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PRICING  PROPOSAL
DATE

GA Statewide Contract 99999-001-SPD0000183-0006 

CUSTOMER RODNEY VIRGIL

CONTACT CITY OF FOREST PARK

PHONE

EMAIL

ADDRESS

Vehicle

Color OXFORD WHITE

Stock # VIN

Miles

$47,710.00 -

 $500.00 -

 $0.00 -

$0.00 -

$48,210.00 -

 $0.00 -

- ($2,000.00) +
$46,210.00 $0.00

+ $0.00 Name

Trade Payoff + $0.00 Address

+ $0.00

+ $0.00 Phone

+ $0.00

$46,210.00 Email

Total Quantity 1
Order Total $46,210.00

X Ron Morgan

Buyer Date Account Manager Date

404-366-4720

Friday, November 8, 2024

Account Manager:  RON MORGAN

 rvirgil@forestparkga.gov

VEHICLE TRADE

STOCK FEE Mileage Adjustment

2023 250 LR CARGO RWD

PKB68585

PRICING Actual Value

Vehicle Price - Tires

Tag/Registration Fee (estimate) Mechanical repairs

DOC FEE Brakes

Vehicle Selling Price Scratches / Paint

TOTAL UPFIT- Body Damage / Dents

Customer Rebates / GPC Extra Allowance
Difference Allowance:

Balance Due (estimate)

11/8/2024

NOTES

 This sales order does not guarantee  availability

A purchase order is required to guarantee availability.

FLEETTAIL

Service PLAN 7 / 100

Shipping Fee 

Taxes 7%

PREM EXTENDED 5YR / 100
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Statewide Contract Information Sheet 
 

Statewide 

Contract Number 
99999-SPD-40199373 

NIGP 

Code 
 
See NIGP Tab 

 

Name of Contract 
Administrative Vehicles 

 

Effective Date 

 

11-15-2013 

 

Expires 

 

11-30-2024 

Contract Table of Contents 

Active Suppliers 5 
Contract 

Information: 
Mandatory Contract 

 

Contract Information for Supplier 

Click to Link to 

Page 

Wade Ford 2 

Additional Contract Information 

Contract Renewals, Extensions, Amendments  3 

NIGP Codes 3 

Pricing / Ordering Instructions 4 

Vehicle Specifications 5-7 

Special Contract Terms and Conditions 8 

DOAS Contact Information 9 

Page 385

Item #13.



2  

Supplier Contract Information 

 
Statewide Contract Number 

 
99999-SPD-ES40199373-009S 

 
PeopleSoft Vendor Number 

 
0000011786 

Location 

Code 
 
000001 

Supplier Name & Address 

 
Smyrna-F, LLC d.b.a Wade Ford  

3860 S Cobb Dr  

Smyrna, GA 30080 

Contract Administrator 

Rollins Walker 

Phone: 404-317-6495 

Fax: 770-433-2412 

Email: rollins.walker@wade.com 

Contact Details 

 
Ordering Information 

Smyrna-F, LLC d.b.a Wade Ford  

3860 S Cobb Dr  

Smyrna, GA 30080 
866-847-5880 

 
Remitting Information 

Smyrna-F, LLC d.b.a Wade Ford  

3860 S Cobb Dr  

Smyrna, GA 30080 

 
Delivery Days 

Supplier is responsible for communicating 

with authorized user about production 

window, delivery to dealer lot from 

manufacturer, and delivery dates to 

customer. 

 
Discounts 

 
0% 

 
Payment Terms 

 
Net 30 days 

Price Structure Firm, Fixed Line-Item Pricing 

 
Acceptable payment method 

 
Purchase Orders, EFT 
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Contract Renewals/ Extensions/ Amendments: 
 

Amendment #1 Contract amended to allow suppliers to sell any option in their 

inventory at dealer invoice cost or below, plus 1% 

Renewal #1: 12/01/2014 - 11/30/2015 

Renewal #2 12/01/2015 - 11/30/2016 

Renewal #3: 12/01/2016 - 11/30/2017 

Extension #1: 12/01/2017 - 11/30/2018 

Extension #2: 12/01/2018 - 11/30/2019 

Extension #3: 12/01/2019 - 11/30/2020 

Extension #4: 12/01/2020 - 11/30/2021 

Extension #5: 12/01/2021 - 11/30/2022 

Amendment #10: Modified Vehicle Ordering Process 

Extension #6: 12/01/2022 - 11/30/2023 
Extension #7 12/01/2023 - 11/30/2024 

Amendment #13 Pricing 

Amendment #14 Pricing 

Amendment #15 Pricing 
 
 
 

 

NIGP Codes 

07104 Sedans 

07201 Class 1 Trucks (6,000 lb. GVWR or less. (F-150 F-250) 

07202 Class II Trucks (6,001-10,000 lb. GVWR (F-350) 

07180 SUV’s, Crossover SUV’s 

07190 Vans, Cargo 

07192 Vans, Passenger (Regular and Handicapped Equipped) 

Page 387

Item #13.



4  

Pricing 
 

The Vehicle Availability Matrix contains the current base pricing for the statewide fleet 
contracts. Please make sure that you are on the tab specifically for the vehicle(s) that you are 
looking to purchase. 

 
You can find the most up to date version of the Vehicle Availability Matrix on the DOAS 
website at this link (https://doas.ga.gov/state-purchasing/statewide-contracts). Just scroll down 
to the section that looks like this image below and it is hyperlinked at the end of the paragraph. 

 

 

 

Ordering Instructions 

 
1. Review current order window and base pricing according to the Vehicle Availability Matrix. 

 
2. Reach out to the supplier for a quote. 

a. The quote should contain all options listed that the authorized user is requesting. 
b. Note: If the base price listed on the quote does not reflect the price listed on the 

Vehicle Availability Matrix, PLEASE reach out to the contract manager to resolve 
this. 

 
3. Any state of Georgia Executive branch agency must submit purchase order for prior 

approval by the Department of Administrative Services (DOAS) Office of Fleet Management 
(OFM) before the purchase order may be accepted by a vendor. Approval is indicated by an 
"APPROVED" date, stamp, and signature from DOAS OFM. 

a. OFM Contact: Bobby Arrington, bobby.arrington@doas.ga.gov 

4. Authorized user submits a purchase order to the dealership for the vehicle. 
 

5. Supplier submits order to the manufacturer and provides confirmation to the authorized 
user that the order has been placed. 
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State Of Georgia General Specifications 

For Automobiles, Sport Utility Vehicles and Light Duty Trucks 

NOTE: Requirements specified herein shall apply to all automobiles and station 

wagons purchased by the State of Georgia. This specification is not 

complete without specific requirements in the detail specifications. In the 

event of conflict between this specification and the detail specifications, the 

detail specification 
shall apply. 

APPLICABLE 
DOCUMENTS: 

Reference to publications in the detail specifications shall apply to those 
issues in effect on the date of the invitation to bid, unless 
otherwise specified. 

DESIGN: New models in current production, complete with all necessary operating 

components and accessories customarily furnished, together with such 

modifications as may be necessary to enable the vehicle to function 

reliably and efficiently in sustained operation. Design to permit 

accessibility for maintenance purposes with minimal disturbance of other 

components or assemblies. The term "heavy duty" as used to describe an 

item, shall be defined to mean more than the usual performance, quantity, 

quality or capacity that is normally supplied with the 
standard production item. 

COMPONENTS, 

ASSEMBLIES 

AND 

ACCESSORIES: 

The vehicle shall have all its components, assemblies and accessories 

installed and shall be delivered to the State meeting or exceeding all 

applicable requirements of the Environmental Protection Agency 

Regulations, Federal Motor Vehicle Safety Standards, Federal Motor 

Carrier Safety Regulations and Industry Specifications, Standards and 

Regulation that are in effect on the date of manufacture. NOTE: All 

Components, assemblies, and accessories shall be Factory Installed 

unless otherwise noted. All pickup trucks shall have Fleetside type cargo 

boxes with step type bumpers. Standard size pickup trucks shall have a 

minimum of forty-nine (49) inches width between cargo box wheel 

housings. 
Bumpers may be factory or locally installed. In the event 

bumpers are locally installed, they shall meet or exceed factory standards, 

particularly about tongue weight and tow weight. 

 
STANDARD 

EQUIPMENT: 

The vehicle shall include all components, assemblies and accessories as 

offered by the vehicle manufacturer and referred to as "standard 

equipment or features". 

EMISSION 
CONTROLS: 

All vehicles must be certified to the low emission vehicle (LEV), ultra-low 

emission vehicle (ULEV), or zero emission vehicle (ZEV) standards as 

defined by the United States Environmental 

Protection Agency in 40 CFR Part 88 Subpart A and qualify as a Clean 

Fueled Vehicle under Georgia Rules for Clean Fueled Fleets, Chapter 391- 

3-22. 

TOOLS: Jack and Lug Wrench, Factory Installed, for each vehicle. 
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EXHAUST 
SYSTEM: 

Manufacturer's heaviest duty system available for engine furnished. 

Corrosion resistant and securely fastened and routed to protect 

components from hazards. System shall comply with 
Federal Motor Vehicle Safety Regulations. 

CONTROLS, 
INSTRUMENTS 
AND OPERATING 
MECHANISMS 

Located for left hand drive. Complete and conveniently accessible to 

drivers. Instruments and controls clearly identified as to function. 

HEATER AND 

DEFROSTER 

Hot water heating systems with fresh air intake. Discharge outlets to the 

floor and defroster louvers shall be provided. 

Systems shall be equipped with variable temperature control and multiple 

speed blowers. 

EXTERIOR 

FINISHES 
Standard production colors. 

MATERIALS: New and of quality conforming to current engineering and 

manufacturing practice. No defects and suitable for the intended 

service. 
SERVICE AND 
REPAIR 

The State of Georgia shall expect the manufacturer to have 

adequate stocks of replacement parts available to service State 

vehicles and to make delivery within a reasonable time of all 

normal replacement parts to their dealers who may service State 

vehicles. The State further expects that warranty service and 

repairs as well as non- warranty service and repairs will be 

handled without 

prejudice by local dealerships throughout the United States. 

WARRANTY Vehicles shall be fully warranted against defective materials and 

workmanship by the manufacturer for the period stated in the 

“Instructions to Bidders from the date of delivery and acceptance. 

However, if additional warranty coverage overall or any 

components of the vehicle, in the form of time and/or mileage 

including any proportional arrangements, is normally extended to 

commercial customers, the state shall receive 
corresponding warranty benefits. 

RESPONSIBILITY 

FOR 

INSPECTION 

Unless otherwise specified in the contract or purchase order, the 
supplier shall be responsible for the performance of all inspection 
and test requirements necessary to ensure compliance with the 
requirements of this and the applicable detail specifications. This 
action does not preclude subsequent inspection and testing by 
the State of Georgia to further determine conformance with 
specification requirements for performance, quality standards of 
workmanship, material and construction techniques. 
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PRE-DELIVERY 
SERVICING AND 
ADJUSTMENT 

The dealer shall not attach any dealer identification, advertising or 

similar material to the vehicle. Prior to acceptance by the State 

inspector, the dealer shall service and adjust each vehicle for 

operational use, to include as a minimum, the following: 
• Focusing of lights 

• Tuning of engine 

• Adjustment of accessories 

• Checking of electrical, braking and suspension 
systems 

• Charging of batteries 

• Alignment of front-end Inflation of tires 

• Balancing of all wheels, including the spare 

• Complete servicing of engine, chassis and operating 

mechanisms with recommended grades of lubricants or 

fluids for the ambient air temperature at the point and time of 

delivery 

• Servicing of cooling system with permanent type antifreeze 
and summer coolant for minus 20 degrees 

F. protection. 

• Servicing windshield washer reservoir with water and 
appropriate additives 

• A minimum of 1/4 tank of fuel. 

DOCUMENTS Each vehicle shall be delivered with complete certification of 

origin, tag application, warranty, owner's manual and any other 

necessary credentials. 
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SPECIAL CONTRACT TERMS AND CONDITIONS 

 

1. SPECIFICATIONS AND TECHNICAL SUPPORT: Awarded vendors 

will provide commercial bumper to bumper warranty for 36 months or 36,000 miles. 

The commercial power train warranty will be 5 years, or 60,000 miles and rust- 

through warranty shall cover 72 months or 100,000 miles. All other commercial 

warranties will apply. 

 

2. PRICES: Optional Equipment Bidders must provide a price for optional equipment 
for each vehicle bid. These prices shall be at the dealer’s cost and will remain firm 
during the life of the contract. All optional equipment shall be factory installed 
unless otherwise noted. 

 

3. FOB - Regional Delivery: Bidders must provide a fixed rate for delivery to Facilities 
and/or State Agencies within each region. Exceptions to this requirement will not be 
considered and will result in disqualification of bid. 

 

4. ORDERS: Within five (5) days after the awarded vendor receives an order from a 

State Agency and the order has been placed with the manufacturer, the 

awarded vendor shall by fax or certified letter notify the agency with the date and 

time along with all other pertinent information confirming that the order has been 

placed. 

a. State invoices will have the purchase order referenced. 

 

5. VEHICLE EQUIPMENT DATA SHEET: This document shall be submitted with a 
bid for every type of vehicle bidding on. Failure to provide information as required 

will result in rejection of the bid line item. 

 

6. EMISSION CONTROL: Throughout model years of production during the term of 

this contract, all vehicles provided under this contract must be certified to the low 

emission vehicle (LEV), ultra- low emission vehicle (ULEV), or super ultra-low 

emission vehicle (SULEV); not California Phase II gasoline, and zero emission 

vehicle (ZEV) emission standards as defined by the United States Environmental 

Protection Agency. For additional information see the attached State of Georgia 

General Specifications titled Automobiles and Station Wagons. 

 

7. PURCHASE ORDER APPROVALS: Purchase orders and lease agreements for 

motor vehicles submitted by any state of Georgia Executive branch agency 

require prior approval by the Department of Administrative Services (DOAS) 

Office of Fleet Management (OFM) before the purchase order or lease may be 

accepted by a vendor. Approval is indicated by an "APPROVED" date, stamp, 

and signature from DOAS OFM 

a. Vehicle purchases or leases from statewide contracts by county and 

municipal government agencies, and by the state of Georgia Judicial 

Branch do not require this approval. Questions concerning validity of 

purchase orders or lease agreements received without a date-stamp 

indicating approval should be referred to the DOAS, OFM. 
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DOAS CONTACT INFORMATION 
 

 
DOAS Contract Manager 

Name: Emily Harris 

Phone: 470-668-2663 

Email: emily.harris@doas.ga.gov 
 
 

 
Procurement Help Desk 
Telephone: 404-657-6000 

Email: procurementhelp@doas.ga.gov 
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RESOLUTION NO. 2024-___ 

 

A RESOLUTION BY COUNCILMEMBERS KIMBERLY JAMES, HECTOR 

GUTIERREZ, LATRESA AKINS-WELLS, AND ALLAN MEARS TO APPROVE THE 

PURCHASE OF THREE VEHICLES FROM WADE FORD FROM THE CITY’S 

INFORMATION TECHNOLOGY DEPARTMENT.   

 

WHEREAS, the City of Forest Park (“City”) is a municipal corporation duly organized 

and existing under the laws of the State of Georgia; and 

 

WHEREAS, the City has recently been conducting the aging vehicle replacement 

initiative; and  

 

WHEREAS, City’s Information Technology Department (“Department”) has determined 

the vehicles currently being used within the Department are more than ten (10) years old and have 

over one hundred and fifty thousand (150,000) miles; and  

 

WHEREAS, the Department requests the approval to purchase two (2) small trucks from 

Wade Ford in the amount of Thirty-Two Thousand and Thirty Dollars and 00/100 Cents 

($32,030.00) each; and  

 

WHEREAS, the Department requests the approval to purchase one (1) small cargo van 

from Wade Ford in the amount of Forty-Six Thousand, Two Hundred and Ten Dollars and 00/100 

Cents ($46,210.00); and  

 

WHEREAS, the total cost of all three (3) vehicles is One Hundred and Ten Thousand, Two 

Hundred and Seventy Dollars and 00/100 Cents ($110,270.00), and shall be purchased through 

already approved ARPA funds;  

 

WHEREAS, the approval of the purchase of these three (3) vehicles is necessary to protect 

the welfare, health, and safety of City citizens.  

 

THEREFORE, THE CITY COUNCIL OF FOREST PARK, GEORGIA HEREBY 

RESOLVES:  

 

Section 1. Approval. The Department’s request to purchase three (3) vehicles in the amount of 

One Hundred and Ten Thousand, Two Hundred and Seventy Dollars and 00/100 Cents 

($110,270.00) from Wade Ford as presented to the Mayor and City Council on November 18, 2024, 

is hereby approved.  

 

Section 2. Public Record. This document shall be maintained as a public record by the City Clerk 

(“Clerk”) and shall be accessible to the public during all normal business hours of the City. 

 

Section 3. Authorization of Execution. The Mayor is hereby authorized to sign all documents 

necessary to effectuate this Resolution.  
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Section 4. Attestation. The Clerk is authorized to execute, attest to, and seal any documents 

necessary to effectuate this Resolution, subject to approval as to form by the City Attorney.  

 

Section 5. Effective Date. This Resolution shall become effective immediately upon its adoption 

by the Mayor and City Council of the City of Forest Park as provided in the City Charter.  

 

SO RESOLVED this _____ day of ________________________, 2024. 

 

 

CITY OF FOREST PARK, GEORGIA 

 

 

________________________________ 

Angelyne Butler, Mayor 

 

ATTEST: 

 

 

___________________________________ (SEAL) 

City Clerk 

 

APPROVED AS TO FORM: 

 

 

___________________________________ 

City Attorney 
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File Attachments for Item:

14. Council Discussion on the approval of a Facility usage request – Recreation and Leisure Services

Background/History:

Hand, Heart and Soul Project (HHSP) is a nonprofit organization dedicated to nurturing, celebrating, and 
advancing the needs of the people they serve by providing equitable access to quality educational, 
nutritional, and community resources. Single Parent Alliance & Resource Center (SPARC), located in 
Gwinnett County, Georgia, is a 501(c)(3) nonprofit organization with a mission to empower and equip single
parents with the tools, resources, and support they need to create healthy home environments and raise 
productive, successful children. SPARC envisions single parents becoming empowered and equipped to 
take their place among society's most successful families.

These two organizations are partnering to offer valuable resources and support to the Forest Park 
community, enhancing their collective impact and commitment to community well-being. They are going to 
do eight (8) Free Financial Literacy Class held once a month starting in December 2024 on Tuesdays. This 
class will help citizens within the City of Forest Park become financially literate.
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 City Council Agenda Item 

Subject: Facility usage request – Recreation and Leisure Services  

Submitted By: Tarik Maxwell 

Date Submitted: November 11, 2024 

Work Session Date: November 18, 2024 

Council Meeting Date: November 18, 2024 

Background/History: 

Hand, Heart and Soul Project (HHSP) is a nonprofit organization dedicated to nurturing, celebrating, and 
advancing the needs of the people they serve by providing equitable access to quality educational, 
nutritional, and community resources. Single Parent Alliance & Resource Center (SPARC), located in 
Gwinnett County, Georgia, is a 501(c)(3) nonprofit organization with a mission to empower and equip single 
parents with the tools, resources, and support they need to create healthy home environments and raise 
productive, successful children. SPARC envisions single parents becoming empowered and equipped to 
take their place among society's most successful families. 

These two organizations are partnering to offer valuable resources and support to the Forest Park 
community, enhancing their collective impact and commitment to community well-being. They are going to 
do eight (8) Free Financial Literacy Class held once a month starting in December 2024 on Tuesdays. This 
class will help citizens within the City of Forest Park become financially literate.  

Cost: $  Budgeted for:  Yes  No 

Financial Impact: 

This is a free program 

Action Requested from Council: 

Approve the usage of 696 at no cost. 
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CONTRACTS RECEIVED LESS THAN 30 DAYS BEFORE EVENT DATE WILL BE DENIED 

FOREST PARK RECREATION AND LEISURE SERVICES FACILITY USE CONTRACT 

I DO HEREBY AGREEE THAT I WILL BE RESPONSIBLE FOR THE PROPER USE OF THE FACILITIES INDICATED ABOVE AND AS OUTLINED IN THE 
*TERMS/CONDITIONS FOR THE USE OF FOREST PARK FACILITIES. I HAVE ENCLOSED A CERTIFICATE OF INSURANCE AS OUTLINED BELOW. 
 
_______________________     _______________________________________ 
Date        Signature of Applicant 

 

 

 

 Time to Enter                    Time to Leave 
 
____________                   ____________ 
                  Day of the Week 

☐ M                             F 

☐ T                          S 

☐ W                             Sn 

☐ Th 

Date(s) of Use Requested: 
 Space Requested:            
☐ Gymnasium                        
☐ 696 Main St.                
☐ Senior Center 
☐ Pavilions 

 
☐ Amphitheater 
☐ Football Stadium     
☐ Baseball Fields 
 

Admission/Participation Charged? 
☐ Yes        
☐ No               

Nature of Organization: 
☐ Government Agency 
☐ Religious Group 
☐ Civic Group 

 

☐ Profit 
☐ Business 
☐ Non-Profit 
☐ Other (enter Below) 

__________________ 
Name of Group or Organization 
_________________________________________________ 
Address of Group or Organization: ____________________________________ 
 
__________________________      ________________             ______________ 
                 City                                                  State                                        Zip 
 
____________________________________                      ____________________________ 

Contact Person Name                                                           Telephone Number 
 
Email: ____________________________________________________________ 
 
 

Type of Activity: 

**No Facility will be rented when city offices are closed for official business unless a Forest Park representative is present during the entire rental period. ** 

MAKE CASHIER’S CHECK OR POSTAL MONEY ORDERS PAYABLE TO: City of Forest Park 
Insurance Certificate                            Yes                   No 
Applicable Facility Charges                                  #             Hours          Rate              Total 
 

Facility Use 

Maint. Staff 

Tech Support 

Security 

Equipment 

 

☐ Yes 

☐ Yes 

☐ Yes 

☐ Yes 

☐ Yes 

   

☐ No         ______       ______       $_______      $________ 

☐ No         ______       ______       $_______      $________ 

☐ No         ______       ______       $_______      $________ 

☐ No         ______       ______       $_______      $________ 

☐ No         ______       ______       $_______      $________ 

 

     Total Due $ ________________________ 

***DO NOT SIGN BELOW THIS LINE FOR FPRLS EXECUTIVE STAFF ONLY*** 
 
Director Signature: _______________________________   _____________             Phone Number: ___________________________ 

Date 

Application Approved                 Yes                       No 
Fee Waiver                      Yes                          Reduced Fees (1/2)                          Full Fees     

 

 
  

Prior to using the facilities, groups not directly related 
to the city must provide a certificate of insurance 
indicating liability coverage in the amount of at least 
one million dollars ($1,000,000.00) per occurrence 
general aggregate. This certificate holder and as an 
additional insured for the duration of the group’s use 
of the facility as specified above. For sports related 
activities the certificate must contain a statement that 
no “athletic participants” are excluded on the liability 
insurance. You may obtain this insurance from any 
insurance agent of your choice. 

 12/3, 1/7, 2/4, 3/4, 4/1, 5/6, 6/3, 7/1
6:00pm 8:00pm

Hand Heart Soul Project HHSP and SPARC are 
teaming up to bring an 
incredible opportunity to the 
Clayton County community: 
a FREE Financial 
Achievement Club! Starting 
soon, this exclusive club will 
welcome 10 participants, 
offering monthly sessions 
over the course of 8 months.

During the program, 
participants will receive 
valuable information and 
guidance on how to save 
effectively and improve their 
credit. By the end of the 
program, those who 
successfully complete it will 
not only have enhanced 
their financial knowledge 
but will also receive a 
savings match and an 
additional $100 reward for 
improving their credit.

200 Arrowhead BLVD

JONESBORO GA 30236

Tyrell Roddey 6466373694

Tyrell@handheartsoulproject.org

11/7/2024

Docusign Envelope ID: B76666DB-4326-4540-ABDF-B0A94B861518
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FOREST PARK RECREATION AND LEISURE SERVICES FACILITY USE CONTRACT 

Terms and Conditions 
(Please initial each Term/Condition) 

 
1. Utility: Lessor will furnish air conditioning, heating, and lighting, which in its sole opinion, are adequate with 

respect to the intended use under this lease. Lessor will furnish custodial services as it may deem necessary. 
If the Lessee wishes to do its own cleanup, and this is approved by the facility administrator, no custodial charge. 
will be assessed, otherwise Lessee will be charged for custodial service. Extra costs incurred by excessive. 
electrical requirements will be paid by the Lessee. The failure to furnish air conditioning, heat, lights, or custodial. 
service shall not abrogate this agreement and shall not entitle the Lessee to any rebate on the rental costs. ________ 

2. Weapon: No weapons of any type are allowed at any time on any facility, grounds, or property belonging to 
Forest Park Recreation and Leisure Services. All persons, bags, packages, etc. are subject to search at any time. 
__________ 

3. Search: All Persons are subject to search, including but not limited to, person, bags, and parcels. _________ 
4. No Smoking: SMOKING IS PROHIBITED on Forest Park Recreation property by the Official Code of 

Georgia 16-12-2. __________ 
5. Alcohol Use: POSSESSION OF BEVERAGE ALCOHOL IS PROHIBITED on Forest Park Recreation 

property by the Official Code of Georgia 03-03-211. ___________ 
6. Objectionable Material: Lessor reserves the right, through its administration, to remove any objectionable 

party/parties from the building or grounds, and upon an exercise of this authority, through any of its committees, 
agents, or policemen. To the extent permitted by law, Lessee hereby waives all claims for damages. 
against Forest Park Recreation in the event of such an occurrence. ___________ 

7. Explosive Hazards: No person shall be permitted to bring anything therein to the building or grounds or keep 
anything herein. 

which shall increase the rate of fire insurance on the buildings or on any part of property therein. Such items 
as gasoline, explosives, oils, or any other artificial lights shall not be permitted in the buildings or on the grounds. 
without the consent of Lessor in writing. The Forest Park Recreation reserves the right to limit the 
number, amperage, and wattage of lights, fixtures, or equipment for any event. All decorative material must be. 
flame-proof before it is taken in the building or on Lessor grounds. After unpacking all boxes, cartons, etc., 
packing and wrapping must be replaced in boxes and removed. ___________ 

8. Public Safety: Nothing contained in this Lease shall be construed to prohibit the Department of Public Safety, 
Health Department, Police Department, Fire Department, or any department of the City of Forest Park, its agents, or 
employees, from entering the leased premises for the purpose of discharging their lawful duties. The sidewalks, 
passageways, halls, stairways, seating and exits specifically shall not be obstructed by the Lessee or any other person. 
_______ 

9. Contracts: Forest Park Recreation reserves the right to review any contracts between Lessees and 
other parties involved in using any Forest Park Recreation and Leisure Services facility. ________ 

10. No Sub-leasing: No portions of the buildings or grounds shall be leased or sublet out by Lessee without the 
consent, in writing, by Lessor. The buildings or grounds shall not be used by Lessee for any purpose whatsoever. 
except as herein set out. ________ 

11. Leased Space: This contract does not cover any space or accommodations other than those checked on the 
" Forest Park Recreation and Leisure Services Facility Use Contract”. _______ 

12. Contracted Time of Use: All facility use charges are calculated from the time the facility is opened until it is. 
closed. All cashier’s checks/Postal Money Orders are to be made payable to “Forest Park Recreation and Leisure 
Services”. All rentals are to be paid in advance for school facilities. _______ 

13. Cancellation: In the event of inclement weather or other circumstances where Forest Park Recreation are 
closed, all facilities will also be closed. This decision is made by City of Forest Park officials and not by Lessees. 
_______ 

14. Advertising: No advertising or publicity about any event which would be called a Forest Park Recreation and 
Leisure Services facility shall be distributed prior to the payment and approval of a Facility Use contract. 
_________ 

TR

TR

TR

TR

TR

TR

TR

TR

TR

TR

TR

TR

TR

TR

Docusign Envelope ID: B76666DB-4326-4540-ABDF-B0A94B861518
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FOREST PARK RECREATION AND LEISURE SERVICES FACILITY USE CONTRACT 
Terms and Conditions 

(Please initial each Term/Condition) 
 

15. Supervision: Lessor is required to provide a building supervisor for the leased facility. Lessee shall maintain. 
at the leased facility a contact person who shall remain in attendance until the event is completed and who shall 
be responsible for any communications between the Lessee and those in attendance. All security arrangements 
shall be made through the Forest Park Recreation and Leisure Services Department will determine the number of 
personnel required to police the event before the contract is approved. _______ 

16. Equipment Removal: Lessor reserves the right to move from the building all property remaining in the building. 
after the time specified in this agreement, or to charge the Lessee $100 for the first day and $25 per day. 
thereafter, up to 30 days at which time all equipment, props or effects will belong to the Forest Park Recreation and 
Leisure Services Department. _________ 

17. Insurance Requirements: Lessor reserves the right to require Lessee to provide adequate liability insurance. 
or a bond for damages to a person or property that may occur while using any facility of the Forest Park Recreation and 
Leisure Services Department. Failure to secure said insurance or bond will cause the Lessee to forfeit the use of the 
facility. Commercial Lessees and/or Lessees charging admission, taking orders, or selling merchandise specifically. 
agree to carry comprehensive, liability insurance with a company authorized to do business in Georgia of not. 
less than $500,000 for bodily injury to any one person and $1,000,000 for bodily injury from any one accident 
and $100,000 for property damage for any one accident to protect Lessee and Forest Park Recreation and Leisure 
Services against damage that may occur. A certificate of insurance to the facility administrator may be required 30. 
days prior to the event. Note: This clause does not apply to local, state, and federal government or 
municipalities that are covered by sovereign immunity _____ 

18. Liability: To the extent permitted by law, the Lessee herein shall be liable for all damages caused 
through its own acts or the acts of any of its employees or agents or anyone visiting the building or grounds 
upon the invitation of the said Lessee, caused to the building or any portion thereof, or to persons or property. 
upon Lessors premises. ________ 

19. Indemnity: To the extent permitted by law, the Lessee agrees to hold harmless the Forest Park Recreation and 
Leisure Services employees, agents or volunteers from any and all damages to persons or property during the 
use of said building, grounds, and equipment, unless it is determined by a court of competent jurisdiction that 
such damage to persons or property was directly caused by the negligence of Forest Park Recreation and Leisure 
Services employees, agents or volunteers. To the extent permitted by law, Lessee agrees to indemnify and pay 
to the Forest Park Recreation and Leisure Services for any damages to its property resulting from the use of said 
building, grounds or equipment which may be made against the Forest Park Recreation and Leisure Services or 
its agents, for property damage or personal injuries sustained by any persons, including Lessee and Lessee 
privies, which may result from the use of said building, grounds or equipment by Lessee, unless it is determined 
by a court of competent jurisdiction that such damage to persons or property was directly caused by the 
negligence of Forest Park Recreation and Leisure Services employees, agents or volunteers. Note: This clause 
does not apply to local, state, and federal government or municipalities that are covered by sovereign immunity. 
________ 

20. Freight Deliveries: Lessee agrees that when any part of the buildings or grounds is used for a meeting which. 
requires freight to be shipped to the facility, that the Lessee will employ an approved agent to receive all freight. 
and to ship all freight from the building within contracted hours. The lesson will not accept freight prior to the meeting. 
date, and Lessor will not be responsible for any freight shipped to any Forest Park Recreation and Leisure Services. 
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Terms and Conditions 

(Please initial each Term/Condition) 
 

21. Care of Facility: Lessee accepts the building in good order and repair, and agrees to return it to the Lessor in 
the same condition, normal wear excepted. Lessee agrees to reimburse Lessor for any expenses Lessor incurs. 
in returning the facility to its condition prior to the lease. No nails, tacks, staples, brads, or other things, shall he? 
driven into any portion of the building, and no changes, alterations, repair, painting, staining, or doing anything. 
that will change the finish, appearance, or contour of the building, will be permitted without the written consent. 
of the Lessor. Use of any type of cohesive tape is prohibited. Nothing, including pins, shall be attached to any. 
curtains. ________ 

22. Equipment Rental: All technical equipment furnished as a part of this agreement shall be operated by 
personnel approved by Forest Park Recreation and Leisure Services Department. _______ 

23. Animals: No animals, other than medically required service dogs, shall be brought into any building without 
the express consent of the Lessor, and then under such regulations as may be made by Lessor. ________ 

24. Food and Beverages: No food or other edibles, drinks, or novelties shall be given away free or sold in any. 
building or grounds by Lessee unless authorized by Forest Park Recreation and Leisure Services. _________ 

25. Television: Televised shows or events held on Forest Park Recreation and Leisure Services grounds will be 
required to pay the current rate for electrician and/or Technician's services. The name “Forest Park Recreation 
and Leisure Services” shall appear in the credits of any event filmed, but only with prior written approval of the 
City Manager. ________ 

26. Copyright: Fees levied for the playing and/or performing of music or performing scripts under copyright to any 
licensing agency is the sole responsibility of the Lessee. ________ 

27. Cancellation: Lessor and Lessee each reserve the right, without notice, to cancel this lease at any time 
whatsoever, if, in the determination of such party, cancellation is necessary to protect the health, welfare, 
morality, or safety of the public. Lessor reserves the right, without notice, to cancel this lease at any time. 
Whatsoever, if, in the determination of Lessor, the premises are used for any purpose other than that specified. 
in this lease, or if the facilities and premises would be adversely affected by tenant's use, such adverse use not. 
being contemplated upon the execution of this lease or due to local city needs related to forest park activities. 
Lessor and Lessee shall each make every reasonable effort to give the other party prior notice of any such. 
cancellation. In the event of cancellation by Lessor, money paid on account of Lessee allocable to any time or 
event during or for which Lessee does not have the use of the premises by virtue of cancellation, shall be. 
refunded to Lessee within a reasonable time. It is expressly agreed that in the event of a cancellation of this. 
contract by either party, the non-canceling party shall have no claim of any character against the cancellation. 
party by reason of such cancellation. _________ 

28. Contract Termination: Lessor reserves the right at any time to order out any person, animal, furniture, fixtures, 
wiring, exhibits, or other things, and to terminate this contract without notice or liability for its so doing. To the 
extent permitted by law; Lessee specifically agrees to hold Lessor harmless for any such cancellation. Lessor 
agrees to provide a prorated refund to Lessee within a reasonable time after cancellation. Such refund shall be. 
determined by dividing the total number of hours used for the event by the number of hours originally. 
scheduled, then multiplying that number by the total charges. ________ 

29. Prejudice: Lessee shall not restrict participation in an activity or event taking place at a Forest Park Recreation 
and Leisure Services facility because of an individual’s race, religion, creed, sex, national origin, or disability. 
_______ 

30. Additional Regulations and Conditions of Use: Forest Park Recreation and Leisure Services reserves the right to 
impose any additional rules or regulations, or to set special use arrangements, whether expressly provided 
herein, which may be necessary for the best interests of the department, and such regulations shall be binding 
upon the Lessee. __________ 
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RESOLUTION NO. 2024-___ 
  
A RESOLUTION BY COUNCILMEMBERS KIMBERLY JAMES, HECTOR GUTIERREZ, 

LATRESA AKINS-WELLS, AND ALLAN MEARS TO APPROVE THE 696 MAIN STREET 

FACILITY USAGE REQUEST FOR HAND, HEART, AND SOUL PROJECT AND THE SINGLE 

PARENT ALLIANCE AND RESOURCE CENTER FROM THE CITY’S RECREATION AND 

LEISURE SERVICES DEPARTMENT. 
  

WHEREAS, the City of Forest Park (“City”) is a municipal corporation duly organized and 

existing under the laws of the State of Georgia; and 
  

WHEREAS, the City’s Recreation and Leisure Services Department (“Department”) requests the 

City Council to approve facility usage request for 696 Main Street from two organizations that will partner 

together; and 
  
WHEREAS, the Hand, Heart, and Soul Project (“HHSP”), a non-profit organization dedicated to 

providing equitable access to quality educational, nutritional, and community resources; and   
  
WHEREAS, the Single Parent Alliance and Resource Center (“SPARC”) is a nonprofit 

organization with a mission to empower single parents with resources to create healthy home environments 

and raise successful children; and  
  
WHEREAS, these two organizations are partnering to offer support to the City community by 

providing eight (8) free financial literacy classes held once a month starting in December 2024; and  
  

WHEREAS, the approval of this facility usage request will help promote the health, safety, and 

well-being of the City’s citizens.  
  

THEREFORE, THE CITY COUNCIL OF FOREST PARK, GEORGIA HEREBY 

RESOLVES:  
  
Section 1. Approval. The Departments’ request to approve the facility usage request from HHSP and 

SPARC as presented to the Mayor and City Council on November 18, 2024, is hereby approved.  
  
Section 2. Public Record. This document shall be maintained as a public record by the City Clerk (“Clerk”) 

and shall be accessible to the public during all normal business hours of the City. 
  
Section 3. Authorization of Execution. The Mayor is hereby authorized to sign all documents necessary 

to effectuate this Resolution.  
  
Section 4. Attestation. The Clerk is authorized to execute, attest to, and seal any documents necessary to 

effectuate this Resolution, subject to approval as to form by the City Attorney.  
  
Section 5. Effective Date. This Resolution shall become effective immediately upon its adoption by the 

Mayor and City Council of the City of Forest Park as provided in the City Charter.  
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SO RESOLVED this _____ day of ________________________, 2024. 
  

  
CITY OF FOREST PARK, GEORGIA 

  
  

________________________________ 
Angelyne Butler, Mayor 

  
ATTEST: 
  
  
___________________________________ (SEAL) 
City Clerk 
  
APPROVED AS TO FORM: 
  
  
___________________________________ 
City Attorney 
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