TOWN OF COHASSET
PURCHASING POLICY

Purchasing Procedures

1.0 Expenditures
Invoice Payment Process Overview
All departments are expected to submit their bills for processing in a timely manner.
The Finance Department processes vendor warrants once every week.
Invoices will be included on the warrant following receipt of properly approved payment requests.
New vendors are required to furnish a federal identification or social security number. No payments can
be made without this information. Please see attachments for new vendor form.
The Town Manager must sign the warrant before checks can be released. Checks are generally mailed
by Friday following the Town Manager signing.
Adjustments
If it is determined that an adjustment must be posted to the accounting system for any reason (e.g., line
item over budget, invoice or receipt posted to an incorrect account) a memo should be sent to the
Finance Department requesting a correction. The request must include the original account number,
the corrected account number, the amount, and an explanation of the issues. Attach documentation
(e.g., copy of the invoice, etc.) that will clarify or enhance the explanation.

Procedure for submitting invoices
1.
2.
3.

4.

5.

Only ORIGINAL invoices should be submitted for payment to avoid double payments. Review
rates and recalculate the total on the invoice for accuracy.
Attach Purchase Order to the invoice with authorized signature approving payment.
Deduct any sales tax that may have been put on the invoice, be sure to contact the vendor to let
them know that the Town is exempt from sale tax. (NOTE: Some taxes [e.g., room occupancy
tax, gasoline tax, meals tax] apply to municipalities – be sure that you deduct only sales taxes.)
Do not pay previous balances. Previous balances are not considered an original invoice and
cannot be paid. If the previous balance is outstanding you must attach the unpaid invoices that
pertain to that previous balance.
Statements will only be paid with attached ORIGINAL invoices or packing lists for each item that
appears on the statement.
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6. Invoices cannot be paid unless the goods have been received or the services have been
performed.
7. Approved procurement forms and contracts must have been received by Finance as required in
the procurement procedures of Chapter 2.0 including purchase contracts for any purchases
$10,000 or more.
8. The remittance stub or remittance copy must be submitted to Accounting with the ORIGINAL
invoice.
9. All bills to be paid must be approved by the Department Head or designated board or
commission member.
Invoice Processing
Invoices will be transmitted to the accounting office for processing in accordance with schedules
established by the Town Accountant. Invoices must be attached to a valid purchase order. The
invoice will include the following information:





Sales tax is not included.
Authorization for payment by the Department Head or other individual authorized to
approve invoices for payment as evidenced by written notation (no signature stamps).
Indication of the account number(s) to be charged.
All invoices will have the purchase order attached to the invoice.

Invoices will be entered and a check for available appropriation will be made at that time. In addition,
the Accounting Office will verify that the proper checks and approvals have been completed by the
departments and that the accounts being charged are reasonable.
Prior to creation of the warrant, the Town Accountant shall review all invoices for payment on the
upcoming warrant. The review includes the following procedures:






Determination that the charge is allowable and reasonable.
Verification that the account being charged is appropriate.
Assurance that the purchase was bid if applicable.
Payment is being charged to the proper fiscal year.
Proper authorizations have been obtained.

The Town Accountant or designee may approve an invoice for payment only when there is a valid
appropriation available or in the case where appropriation is not required by statute such as revolving
funds and grants. In such cases, an available balance must be on hand unless exempt by statute such as
school grants and certain highway grants. Otherwise, the Town Accountant shall not approve for
payment any invoice which overdraws an account.
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Invoices are charged to the fiscal year based on the date that the liability to pay was incurred. No
invoice may be charged to a subsequent fiscal year if the goods or services were delivered in a prior
fiscal year, unless an encumbrance was set up at fiscal year’s end.
In any case, where the Town Accountant disallows an invoice for payment due to unavailability of
appropriation or other reasons the Town Accountant shall notify the Town Manager and the
Department Head of such disallowance.
The Town Accountant shall sign all warrants for payment prior to transmittal of such warrants to the
Town Manager for approval.

2.0 Procurement
Massachusetts General Laws Chapter 30B describes the requirements for municipal purchasing of
supplies and services. MGL Chapter 30, Section 39M describes the requirements for municipal public
works bidding. MGL Chapter 149 describes the requirements for public construction bidding and for
designer selection. Please refer to the Inspector General’s Procurement book for detailed procedures
for goods and services and the Inspector General’s Designing and Constructing Public Facilities book for
detailed procedures for public construction and public works. Copies of these can be obtained at
http://www.mass.gov/ig/publications/manuals. Please consult our Procurement Officer (Susan Bruce)
before initiating any procurement process, as the laws are complex and there are penalties for noncompliance.
Here are some general guidelines to help departments through the procurement requirements.
Goods and Services:
 For purchases under $10,000 “sound business practices” should be used.
 For purchases between $10,000 and $50,000, three written quotes must be sought and
documented, and the Procurement Data form (attached) must be completed. A written
contract is required, it should be signed by the vendor and Town representative authorized to
sign contracts. The original contract must be filed with the Procurement Officer.
 Purchases over $50,000 must be competitively bid unless the goods and services are (1) exempt
from bidding under MGL Chapter 30B, (2) found on the State Procurement list or is a
collaborative bid contract, or (3) evidence of a sole source is documented. The Chief
Procurement Officer has responsibility for monitoring these bids for compliance with Chapter
30B.
Public Construction (e.g., any modification, repair, or construction of a building with walls and a roof):


For building work under $10,000 “sound business practices” should be used.
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For building-related purchases between $10,000 and $50,000, public notice must be given and
written quotes must be obtained and documented. A written contract is required, it should be
signed by the vendor and Town representative authorized to sign contracts. The original
contract must be filed with the Procurement Officer.
Building- related purchases between $50,000 and $150,000 must be competitively bid according
to MGL Chapter 30, Section 39. The Procurement Officer has responsibility for monitoring these
bids for compliance with MGL Chapter 30, Section 39M.
Building-related purchases exceeding more than $150,000 requires competitive bidding through
MGL Chapter 149. The Procurement Officer has responsibility for monitoring these bids for
compliance with MGL Chapter 149.
Prevailing wages apply in all cases.

Public Works Construction (e.g., sidewalks, municipal utility lines, tree cutting, and fences):





For public work under $10,000 it is strongly recommended that three quotes should be sought.
For public works between $10,000 and $50,000 public notice must be given and written quotes
must be obtained and documented. . The Procurement Officer has responsibility for monitoring
these bids for compliance with MGL Chapter 30, Section 39M
Prevailing wages apply in all cases.

Designer Selection (e.g., architects, designs, feasibility studies, etc.):



For any architectural design work that exceeds $10,000 or a project whose estimated
construction costs exceed $100,000, the designer selection process must be followed.
All contracts must be filed with the Procurement Officer. The Procurement Officer has
responsibility for monitoring these procedures for compliance with MGL Chapter 149.

Invoices cannot be paid unless procurement procedures have been followed.

3.0 Purchasing
Each department shall make purchases of materials, supplies and services for their own department
subject to certain approvals and bidding requirements. Purchases may be made by various authorized
individuals in each department based on the following criteria:




The purchase must be allowable in accordance with state statutes.
An appropriation must be available to cover the purchase.
A valid purchase order, where applicable, must be approved by the Town Manager and the
Finance Director.
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Proper authorization from a department head must be obtained.
Where applicable, bids will be obtained in accordance with state statutes.

All of the above criteria must be met prior to placing the order for goods and services.
Each department shall make all efforts to combine purchasing needs with other departments to seek the
most favorable prices. Departments shall take advantage of the state bid list and such other
cooperative purchasing agreements as are available to obtain the most favorable pricing terms.

Bid Requirements
Bids will be made in accordance with Chapter 30B, Chapter 30, section 39M, and Chapter 149 of the
Massachusetts General Laws.
The purchasing Department Head should comply with the following:
1.

Determine what you need to buy. If you can reasonable expect your purchases to exceed the
cost thresholds (see Section 2.0 Procurement), you should follow the relevant procurement
procedures.
2. Write a purchase description. This assures that there is no discrepancy in what is told to each
vendor from whom bids are solicited. Include:
a. Detailed description of scope of work or service,
b. Quantities required,
c. Schedule of performance,
d. Delivery terms,
e. Payment terms, and
f. Insurance or other special requirements.
3. Estimate the cost of your needs. This step only begins the process. The contract price, not your
estimate determines the procedure to following. If you go through a phone quote procedure
and the lowest bid is $10,000 or over, then you must solicit written quotations. If, after
investigation, the cost of the good or service is over $50,000, you must perform the bidding
requirement necessary at that price.
4. Solicit phone quotes or written quotes and document the information on the procurement data
form.
5. The Procurement Officer will assist the Department Head in negotiating any additional terms
and conditions with the contractor or vendor that are not documented in the RFP or IFB after
which a contract will be prepared.

For specific bidding requirements refer to Chapter 30B, Chapter 30, Section 39M, and Chapter 149 of
the Massachusetts General Laws and publications issued by the Inspector General’s Office.

updated as of 11/8/2016

4.0 Reimbursements
Employee Expenses
Purchases
When an employee purchases a product needed by the Town and it is impractical or the vendor will not
invoice the Town, the employee may submit the original receipt for reimbursement. Such purchases
must be made with the approval of the Town Manager in advance and with no sales tax charged or the
employee must bear that expense since the Town is tax exempt and will not make reimbursements for
sales tax. A copy of the town’s exemption certificate can be obtained for use but will not always be
accepted by a vendor. You should also check with the Procurement Officer to see if the Town has an
account with a vendor that could supply you with the item needed. You may also see the Treasurer for
on-line purchases, as she holds a credit card for the Town of Cohasset for such purposes.
Mileage and Travel
Mileage Reimbursement
The Town will reimburse employees for miles they travel in their personal vehicles while performing
Town business. The reimbursement rate will be the standard mileage rate per mile as determined by
the IRS. The Finance Director will notify the Department Heads when the mileage reimbursement rate
changes. In addition, parking fees and tolls paid are reimbursable if supported by receipts.
Employees seeking reimbursement for mileage should submit documentation in the form of odometer
readings or Mapquest (or other acceptable mileage calculation program) distance calculations. The
Town Accountant will periodically verify mileage using distance calculation computer programs.
To receive reimbursement for mileage, the employee must submit a completed Mileage Reimbursement
form.
Travel Reimbursement
As a matter of policy, the Town of Cohasset encourages participation by its senior management staff in
their professional associations’ conferences. Such participation is beneficial to the employee in terms of
promoting their professional growth and development. The community benefits through the
introduction of new ideas and techniques for improving customer service that are often learned at such
professional meetings.
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Sometimes, travel is required. The Town expects to be responsible for the expenses and to ensure that
the cost of such travel is maintained at the lowest reasonable level. In order to meet this goal, travel
guidelines have been established for all employees.
Travel Guidelines
The guidelines should be followed to implement the travel policy as it pertains to the categories listed
below:
Length of Stay
The length of stay is limited to the length of the conference and will include arriving the night prior to
the commencement of the conference. Additionally, a Saturday night stay-over is permitted if it will
provide an overall, less expensive cost for the conference. The items that need to be reviewed to
determine the least expensive cost are: hotel, transportation to the conference, and meals. The
maximum stay at any conference is five (5) nights. Prior approval for travel is required. Please see
attached Travel Request Form.
If circumstances require a longer stay, pre-approval must be obtained from the Town Manager. In
making your reservation, please consider geography and common sense regarding the length of your
stay.
Meals
Meals will be reimbursed on a per diem basis as set below, the maximum is $51 per day. If unusual
circumstances require additional funds, they will need prior approval by the Town Manager. Receipts
are not required for per diem reimbursement.
The per diem amount was arrived at using the following maximum daily estimates:
Food Calculation
Breakfast
$11
Lunch
$12
Dinner
$23
Incidental Expenses $5
Daily meal allowance is for the employee only. Spouses and significant others must be paid for
separately.
First and last day of travel is reimbursed at 75% of allowance ($38.25).
No reimbursement for alcohol or tobacco is allowed.
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Hotel Room
The employee is responsible for paying the difference between the room rate for a single and the room
rate for a double when a spouse or significant other attends the conference.
Room Service
In normal circumstances, room service is not reimbursable. In no instance will reimbursement be made
for movies, laundry, snack food, etc.
Phone/Fax Calls
All Town–related phone calls and fax transmissions will be reimbursed.
Gratuities
Gratuities are considered included in the per diem meal allowance.
Spouse or Significant Others
Expenses associated with spouses, other family members, or significant others will not be paid for by the
Town.
Cancellations
Cancellation insurance should be investigated for transportation plans. It is recommended that each
individual review cancellation policies as they pertain to hotel and registration deadlines.
Stay Before and After the Conference
Stay before and after a conference is permitted as vacation leave.
Any associated cost with a stay before or after the conference is the responsibility of the employee.
Payment
It is recommended that individuals use charge cards to cover expenses and then submit a
reimbursement claim upon their return.
If you pay in advance, you will be reimbursed once you submit the appropriate documentation to the
Accounting Department.
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Advance Funds
Funds will only be advanced for ground transportation and meals, if requested.
A Travel Reimbursement Form is required to be submitted along with detailed receipts for all expenses,
excluding meals, as well documentation describing the event attended.
Prior approval for travel is required. Please see attached Travel Request Form.
Reimbursement requests must be made within the fiscal year during which the expenses incurred.
Failure to submit reimbursement requests prior to the close of a given fiscal year will result in no
reimbursement.

5.0 Purchase Orders/Requisitions
It is the policy of the Town to utilize purchase orders approved by the Town Manager and Finance
Director for the following purchases:



All purchases in the aggregate of $10,000 or more even where a contract is executed.
Blanket purchase orders authorizing purchases of a particular nature from a specified vendor.

Purchase orders approved by the Town Manager and Finance Director are not necessary for items such
as utilities, rents, intergovernmental charges and assessments, as well as library purchase of books,
magazines, and periodicals.
However, for the purpose of decentralizing the processing of invoice payments, purchase orders are
required for payment of all invoices, even under $10,000, though only purchases in the amount of
$10,000 or more need prior approval of the Town Manager and Finance Director.

6.0 Year End Encumbrances
At the end of the fiscal year, which is June 30th, there may be funds in certain accounts that are
committed to a specific purchase or purchase order, service (by service agreement) or project (by
contract). Under these circumstances with the associated documentation, those unexpended funds may
be encumbered.
The Town Accountant must be notified by July 15th of any encumbrances. See attached for form.
Funds may also be encumbered if they are the result of a Town Meeting warrant article for a specific
purpose, usually a capital purchase or project.
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REV 3/24/2010

Request for New Vendor
Vendor Info

Remittance Address if different

Name:

Name:

Street:

Street:

Street:

Street:

City:

City:

State|Zip:

State|Zip:

Phone:

Phone:

Submitted By:
Department:

Please attach the following items:
W9 Form (If they are anything but Supply or Refund Vendors)
Signed form showing that they received the State Ethic information (Everyone but Supply and Refund Vendors)

MUST HAVE THESE FORMS ATTCHED OR THE VENDOR WILL NOT BE STEP UP

Y/N

1099 Vendor?:

Yes or No

If yes attach completed Form W-9

If you are not sure if vendor should receive a 1099 please contact the accounting office.
Examples of vendors/persons who should receive a 1099 are shown on reverse side of this form.

EXAMPLES OF REPORTABLE PAYMENTS
Non-employee (Form 1099-MISC Box 7)
Accounting services
Advertising
Appraisal services
Attorney fees
Auto repair
Construction
Consultant fees
Custodial/Maintenance
Engineering services
Landscapers, locksmiths
Photographers, printing services
Referees
Rubbish removal
Medical & Health Care Services (1099-MISC Box 6)
Ambulance services
Dentists
Doctors
For-profit hospitals
Lab services
Optometrists
Private duty nurses
Psychiatrists, psychologists
Rehabilitation centers
Therapists
Rents (Form 1099-MISC Box 1)
Office space
Parking lot space
Welfare rental assistance (to landlords)
Equipment
File Form 1099 for:
Payments of $600 or more for:
Services (Form 1099-MISC)
Rents (Form 1099-MISC)
Retirement (Form 1099-R)
Payments of $10 or more for Interest (1099-INT)
Payments of $600 or more to:
Individuals
Partnerships
Estates
Trusts
Medical and Legal Service Providers

TOWN OF COHASSET PROCUREMENT DATA FORM
Use this form for the purchase of supplies and services from $10,000 to $50,000. The original of
this form, the contract between Town & Vendor and any supporting pages must first be filed with
the Chief Procurement Officer (C.P.O.) Orders cannot be placed without C.P.O. approval. The
minimum requirement of Chapter 30B is use a written purchase description to solicit written
quotations from at least three vendors. The Finance Director will not process a payment unless
this completed approved form is received by the Accounting Department.
Today’s Date_____________________________

Name_____________________________
(Person completing this form)

VENDOR AWARDED

DATE AWARDED

DOLLAR AMOUNT AWARDED

SPECIFICATIONS- Description of goods or services to be purchased (Attach additional pages wherever necessary)

__________________________________________________________________________________________
__________________________________________________________________________________________
____________________________________________________________________________________________
_________________________________________
BIDDERS- Include name of contact,
phone number, city and state

Responsive?
Yes NO

1) ___________________________

____

_____________________________

Final quoted bid price

____

_______________

Explain if NO______________________________________
(Explain on back of form or attach additional pages wherever necessary)

2) ___________________________

____

____

_______________

_____________________________

Explain if NO______________________________________

3) ___________________________

____

_____________________________

Explain if NO______________________________________

4) ___________________________

____

_____________________________

Explain if NO______________________________________

____

_______________

____

_______________

EXEMPTION FROM 30B– Explain – If applicable, you must include the state bid contract number, collaborative bid
organization or name of agency, contact person, phone number.

_______________________________________________________________________
_______________________________________________________________________
_______________________________________________________________________
__________________
(Sole source, school textbooks, library books, intergovernmental contracts, emergencies that would endanger health and safety of people or property,
special education supplies or services delivered directly to students, job related training, insurance, lawyers, designers, public accountants, deputy tax
collector services, health care services, snowplowing, towing services, bank services, real estate, solid waste collection/disposal, required advertisements,
purchases with gift or trust money.)

APPROVAL– I certify that I am not aware of any violations of Chapter 268A (ethics issues) regarding this procurement. I
am not aware of any potential conflict of interest that I have not already disclosed to the C.P.O.

________________________________________
Signature – Officer completing this form

_______________________________
Signature- Chief Procurement Officer

Finance Director cannot pay invoices without a written contract unless there is a state or
collaborative bid contract.
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TOWN OF COHASSET
MILEAGE REIMBURSEMENT
Name:
Department
Reimbursment Rate

Date

Time

Travel

0.535

Miles

TOTAL MILES
This is to certify that I have used my car to the above designated points in the interests of the TOWN OF COHASSET.

0.00

Travel Request Form
Employee Name: ___________________________

Date: _________________________

Department:__________________________________________________________________
Business Purpose of Travel: _____________________________________________________
Place: _______________________________________________________________________
Date(s:)______________________________________________________________________
Estimated Cost: _______________________________________________________________
Signed by: __________________________________
Approved by:
Town Manager
________________________________________________
Date:____________________

Date:____________________

Town of Cohasset
Travel Expense Reimbursement
Employee Name

Authorized by

Per Mile Reimbursement

$0.535

Department

Date Submitted

Total Reimbursement Due

$0.00

Dates

Purchase Order #

Purpose

Date

Total

Description of Expense

Airfare

$0.00

Lodging

$0.00

Ground Transportation
(Gas, Rental Car, Taxi)

$0.00

Detailed receipts must be attached for reimbursement, excluding meals.

Meals &
Tips

$0.00

Conference and
Seminar Fees

$0.00

Miles

0

Mileage
Reimbursement

Miscellaneous

Total

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

$0.00

REQUEST FOR
FISCAL YEAR _________ ENCUMBRANCES CARRYOVER

DEPARTMENT NAME:

DEPARTMENT #:

Vendor Name

Appropriation Code

P.O. #

Amount

