Purchasing Policy for the Town of Readfield
Adopted April 8, 2004, as amended May 16, 2022

Purpose - The Town of Readfield spends a considerable portion of its annual budget purchasing
goods and services for the administration of Town business. [t is important that these purchases
be made in a businesslike manner, assuring accountability for the expenditure of Town funds.
The Select Board directs the Town Manager and/or designees to use the policy described below
to guide them in making purchases on the Town’s behalf, It is the intent of this policy to set out
the rules and guidelines for the purchase of goods and services.

Policy — The Board shall make bid and quote openings and contract awards during regular Select
Board meetings or direct the Town Manager to set and publicize a public opening. It is
recommended that a Select Board member attend this type of public opening.

A. Bidding for Goods and Services Non-Roadwork:

It is the intention of the Board that purchases made for or on behalf of the Town be as
economical as possible while still meeting the required standards. To that end the Town
implements the following rules:

1. For all non-road related purchases over $12,500, the Town will request bids
through written Requests for Proposals (RFP’s). At a minimum the RFP will
clearly describe the work to be done, or the purpose of the goods to be purchased,
the time frame for delivery, and any specifications required. A closing date will
be established beyond which no other bids will be reviewed, and review criteria
established for selecting the winning bid.

2. Exceptions to using the written bidding process may only be made following a
majority vote of the Board. In an emergency, this may be done by telephone/e-
mail with a confirming vote at the next Board meeting.

3. Purchases of less than $7,500 may be made using the most cost-effective source
without a formal process. The Select Board will review all purchases during
warrant review, and assure that they are appropriate.

4. For all purchases made which cost between $7,500 and $12,500 sealed written
quotes shall be solicited from at least three vendors, at least one that will be from
outside of Readfield, whenever practicable. A closing date will be established
beyond which no other quotes will be received, and review criteria will be
established for selecting the winning quote. Quotes shall be opened publicly and
the vendors and their quoted prices shall be reported to the Board as a regular part
of the Town Manager’s report, if not opened at a regular Select Board meeting.

5. If multiple vendors are not available for a particular item or service, or if there is
an emergency need, the purchase may be made on a sole source basis with Board



approval. These purchases must also be indicated to the Board at their regular
meetings.

B. Roadwork-Related Purchases:

1. In January of each year the Town Manager shall send out to all area
contractors a request for quotes on labor, equipment and material rates for the
upcoming year. All contractors submitting quotes will be held to the prices
submitted in their quotes for all work performed for the Town during that
year.

2. For emergency repair roadwork the Town Manager will use contractors from
the list of those submitting quotes seeking to get the best quality work for the
lowest cost. All work let out under this section will be reported to the Board
during their regular meetings.

3. For all major road construction/reconstruction projects the Town Manager
shall use the written RFP process to select the contractor to perform the work.
Alternatively, with Board approval, the Town Manager and/or designee may
act as General Contractor on behalf of the Town, using quoted prices for
contracted services and equipment to perform major road
construction/reconstruction projects.

4, For all road maintenance work over $7,500 the Town Manager shall solicit
sealed written quotes from at least 3 contractors, at least one that will be from
outside of Readfield, whenever practicable. A closing date will be established
beyond which no other quotes will be received, and review criteria will be
established for selecting the winning quote. Quotes shall be opened publicly
and the contractors and their quoted prices shall be reported to the Board as a
regular part of the Town Manager’s report, if not opened at a regular Select
Board meeting.

5. Road maintenance work of less than $7,500 may be made using the most cost-
effective source without a formal process. The Select Board will review all
purchases during warrant review, and assure that they are appropriate.

C. Past due Taxes:

It shall be the policy of the Town of Readfield to accept contract bids for work authorized by the
Town from individuals, partnerships, businesses etc. without regard for any past due taxes owed
to the Town of Readfield by the bidder.

Regular bid procedures and awarding of contracts will be followed in all cases.

Any vehicles used for Town work must have a current registration (if required legally) and valid
inspection sticker.




However, before any contract is awarded and signed by the Town, bidders must be in good
financial standing with the Town and provide proof that all past due / overdue personal property
taxes have been paid or have a signed payment agreement with the Town prior to award. If the
Town awards a contract to a business that has past due /overdue personal property taxes owed to
the Town, any payments(s) made for work done under the pending contract will be deducted
from what the business owes the Town.

Individuals (sole proprietors), partnerships, and businesses not registered in Readfield but doing
contract work with Readfield must be in good financial standing with their respective towns and
must provide proof that all personal property taxes owed to their respective municipalities have
been paid or have a signed payment agreement with the respective town prior to any contract
award.
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