TOWN OF ORANGE
PROCUREMENT POLICY

I. PURPOSE

The purpose of this Procurement Policy is to ensure the Town of Orange acquires
high quality goods and services at the lowest reasonable cost, maintains strong
financial oversight, clearly defines procurement authority, promotes fair and open
competition, and strengthens public confidence through transparent and consistent
purchasing procedures.

I1. POLICY ORGANIZATION

This policy is organized into the following sections:
General Requirements applicable to all purchases
Municipal funded Procurement

State/Federal funded Procurement, including situations where municipal funds
serve as match or supplemental funding

ITI. DEFINITIONS
Key terms used in this policy include:

Conflict of Interest — A conflict exists when a Town employee, officer, agent,
board member, or immediate family member has a financial or personal interest in
an entity being considered for a contract.

Emergency — A situation posing an immediate threat to life, public health, safety,
or property requiring immediate action.

Exigency — Urgent conditions requiring action to avoid serious harm where
competitive procurement would impede response.

Non-Employee Agent — A consultant or service provider designated as an Agent
under this policy.
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Officer — An elected or appointed Town official acting within the scope of their
duties.

Pre-Positioned Contracts — Contracts awarded in advance for potential work,
compliant with Town requirements.

Pre-Qualified Contractors — Contractors vetted for capability and experience; pre-
qualification does not guarantee contract award.

IV. GENERAL PROCUREMENT REQUIREMENTS
These requirements apply to all Town purchases, regardless of funding source.
A. Contract Administration

The Town must maintain a system ensuring vendors perform according to contract
terms, conditions, and specifications.

B. Ethics Compliance

All municipal officers must comply with the Vermont Municipal Code of Fthics
(24 VSA § 1991(12)) and any Town adopted ethics rules. Federal purchases require
additional compliance.

C. Geographic Preference

Geographic preference may be used if it does not result in unreasonable pricing or
reduced competition. Federal purchases require confirmation that geographic
preference is allowed.

D. Procurement Agents

Authorized Procurement Agents include:

e Town Clerk

e ‘Town Treasurer

e Road Foreman

e Selectboard Members

e Emergency Management Director (emergencies only)
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Agents must seek best price/quality, avoid unnecessary purchases, and ensure
competition is not restricted.

E. Conflicts with State or Federal Requirements

When requirements conflict, the most stringent rule applies.

V. PROCUREMENT USING SOLELY MUNICIPAL FUNDS
A. Pre Positioned Vendors

Vendors prepositioned for municipal work may not perform work on federally
funded projects unless procured under federal rules.

B. Documentation
Records must include:

e Procurement method

e Basis for vendor selection

e Pricing demonstrates fairness

e Significant procurement decisions

C. Records Retention

Records must follow Vermont State Archivist schedules.

VI. PROCUREMENT CATEGORIES AND REQUIREMENTS
A. Incidental Purchases

Procurement Agents may make purchases within approved budget limits without
prior approval:

Town Clerk & Town Treasurer: up to $1,500
Road Foreman: up to $2,000
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B. Minor Purchases

Purchases between $1,500.01 and $5,999.99 require prior Selectboard approval
and must fall within the approved budget.

Competitive quotes from at least three vendors are recommended when feasible.
C. Major Purchases

Purchases over $6,000 require Selectboard approval.

The Selectboard must:

e Avoid unnecessary or duplicative purchases
e Ensure competition is not restricted
e Use a sealed bid process as required by this policy (Section VIII)

D. Recurring Purchases

If a recurring good or service is expected to exceed $6,000 in a fiscal year, the
Town must use the bid process and specify the recurring nature of the purchase.

Once awarded, all future purchases must be made from the selected bidder until the
Selectboard initiates a new bid process.

E. Emergency Purchases

Procurement Agents may make purchases or award contracts without following the
bid process when necessary to address a public emergency.

Emergency purchases may include immediate repair or maintenance of Town
property, vehicles, or equipment when delay would endanger persons or property
or impair essential services.

F. Professional Services

The bid process may be waived for services requiring significant professional
judgment, such as legal, financial, auditing, risk management, or insurance
services.

If these services are used for a Federally funded project, they must be procured
competitively following Federal requirements.
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G. Sole Source Purchases

The Selectboard may waive competitive bidding when it determines that only one

source is available.

Documentation and record retention requirements still apply.

VII. PROCUREMENT USING STATE OR FEDERAL FUNDS IN WHOLE
OR IN PART

All State/Federal funded purchases must comply with applicable regulations. When

requirements conflict, the most stringent applies.

A. Federal Requirements

Includes:

Open competition (2 CFR § 200.319)
Nondiscrimination

Conflict of interest rules

Gift prohibitions

Small/minority/women/veteran business consideration
Cost/price analysis for purchases >$250,000

Buy America/ BABA compliance

Bonding requirements

Prepositioned contractor rules

Documentation requirements (rationale, selection, contract type, price
basis)

B. Federal Procurement Categories

Micro Purchases (< $15,000 or < $2,000 for Davis Bacon
construction)

Simplified Acquisition (up to < $350,000) requires three quotes
Large Purchases — RFP or RFQ required

Sealed Bids — required for construction >$2,000
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e Sole Source — allowed only under specific conditions

C. Contract Requirements

Contracts must:

e Avoid prohibited types (cost plus percentage)

e Use time and materials only with a ceiling price
e Be written (except micro purchases)

e Include all required federal clauses

e Include Vermont Attachment C when applicable

VIII. SEALED BID PROCEDURES

Required when mandated by this policy or by State/Federal rules.

A. Invitation for Bids (IFB)

Must include:

Clear description of work

Specifications and contract terms
Submission instructions
Bonding/insurance requirements
Evaluation criteria (price primary)
Public advertisement must include:
Posting in a public location

Newspaper or online notice

Direct notice to known qualified vendors

B. Submission

Bids must be sealed and marked “SEALED BID.”

Late bids rejected unopened.

Electronic bids are allowed only if specified.
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C. Public Opening

Bids opened publicly; bidder names and amounts read aloud. A bid tabulation sheet
must be created.

D. Evaluation & Award

Award goes to the lowest responsive and responsible bidder. Rejection of lowest
bid requires documentation.

E. Tie Bids

Town may draw lots or request best and final offers.

F. Withdrawal/Modification

Bids may be withdrawn before opening; no modifications allowed after opening.
G. Recordkeeping

Town must retain:

e IFB

e Proof of advertisement

e All bids

e Tabulation

e Award decision

e Rejection documentation

Records must be retained according to Vermont State Archivist schedules and
Federal requirements when applicable.
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IX. EFFECTIVE DATE

This policy becomes effective upon adoption by the Selectboard of the Town of
Orange.

X. SIGNATURES
Adopted Date: August 10, 2026

Selectboard Chair: %ww /¢m m_._

Selectboard Member: W/‘

Selectboard Member NQLQ




