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handled by the Director of the Urban Development Department as a matter of site
clearance under policies and procedures to be adopted by the Mayor. Sales of
structures, fixtures, and other improvements on real property shall be handled by the
Director of the Urban Development Department in accordance with the provisions of this
chapter on sales of personal property.
Ord. No. 17904

SECTION 406. FORMAL CONTRACT AND OPEN MARKET
PROCEDURE

Contractual services shall be purchased by formal written contract. Contractual
services, when the estimated cost thereof is less than Twenty-five Thousand Dollars
($25,000.00), may be purchased using the open market procedure as provided for herein.
Contractual services, when the estimated cost thereof is Twenty-five Thousand Dollars
($25,000.00) or more, shall be purchased from the lowest secure bidder, after due notice
inviting bids.

All expenditures for supplies, materials, or equipment, when the estimated cost
thereof is One Hundred Thousand Dollars ($100,000.00) or more, shall be purchased by
formal written contract from the lowest secure bidder, after due notice inviting bids. All
expenditures for supplies, materials, and equipment, when the estimated cost thereof is
between Twenty-five Thousand Dollars ($25,000.00) and One Hundred Thousand Dollars
($100,000.00), shall be purchased by formal written contract or by purchase order from
the lowest secure bidder, after due notice inviting bids. Notwithstanding the foregoing
limitations, competitive bidding shall not be required and the Purchasing Agent shall
have the authority, instead, to make purchases from a Cooperative Purchasing Plan or
under contracts let by the state of Oklahoma, when the best interests of the City would
be served. All sales of public property which is no longer needed for public purpose,
when the estimated value shall exceed One Thousand Dollars ($1,000.00), shall be sold
by sealed bid or by public auction to the highest secure bidder, after due notice inviting
bids.

A. Notice Inviting Bids.

1. Newspaper. The Agent shall cause to be published notice inviting bids in
at least one (1) daily newspaper in the City of Tulsa at least five (5) days preceding the
last day set for the receipt of bids or conducting an auction. The newspaper notice
required herein shall include a general description of the services required or the articles
to be purchased or sold and shall state where bid forms and specifications may be
obtained and the time and place for opening bids or the public auction.

2. Bidders' List. The Agent shall also solicit sealed bids from all responsible
prospective suppliers who have requested their names to be added to a "Bidders' List"
maintained by the Agent by sending a copy of such newspaper notice or such other
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notice as will acquaint them with the proposed purchase or sale. In any case, invitations
sent to the vendors on the Bidders' List shall be limited to commodities that are similar
in character and ordinarily handled by the trade group to which the invitations are sent.

B. Bid Deposits. When deemed necessary by the Agent, bid deposits shall
be prescribed in the public notices inviting bids. Unsuccessful bidders shall be entitled
to return of surety where it has been required. A successful bidder shall forfeit any
surety required upon failure on his part to enter a contract within ten (10) days after the
award.

C. Bid Opening Procedures.

1. Sealed. Except in the case of public auctions, bids shall be submitted
sealed to the office of the City Clerk and shall be identified on the envelopes as bids.

2. Opening. Bids for supplies, materials, equipment or contractual services
shall be opened in public at the time and place stated in the public notices.

3. Tabulation. A tabulation of all bids received shall be made by the Agent
and the tabulation shall be available for public inspection in the office of the City Clerk
at all reasonable times.

D. Rejection of Bids.

1. Public Interest. The Mayor shall have the authority to reject all bids, parts
of any or all bids, or all bids for anyone or more supplies or contractual services
included in the proposed contract when the public interest will be served thereby.

2. Bidders in Default to City. The City shall not accept the bids of a
contractor who is in default on the payment of taxes, licenses or other monies due the
City.

3. Bidders Not Attending Pre-Bid Conference. The City shall not accept the
bids of a contractor who did not attend a mandatory pre-bid conference.

E. Award of Contract.

1. Authority in the Mayor. The Mayor shall have the authority to award
contracts within the purview of this chapter.

2. Lowest Secure Bidder. Contracts shall be awarded to the lowest secure
bidder meeting specifications. Bid Specifications may include a point system for
evaluating the lowest secure bid. In determining "lowest secure bidder," in addition to
price, the following factors shall be considered:
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a. The ability, capacity and skill of the bidder to perform the contract
or provide the service required,

b. Whether the bidder can perform the contract or provide the service
promptly or within the time specified, without delay or interference,

c. The character, integrity, reputation, judgment, experience and
efficiency of the bidder,

d. The quality of performance of previous contracts or services,

e. The previous and existing compliance by the bidder with laws and
ordinances relating to the contract or service,

f. The sufficiency of the financial resources and ability of the bidder
to perform the contract or provide the service,

g. The quality, availability and adaptability of the supplies or
contractual services to the particular use required,

h. The ability of the bidder to provide future maintenance and service
for the use of the subject of the contract,

i. Where an earlier delivery date would be of great benefit to the
requisitioning agency, the date and terms of delivery may be considered
in the bid award,

J. The number and scope of conditions attached to the bid, and

k. If a point system has been utilized in the bid specifications, the
number of points earned by the bidder.

3. Award to Other than Lowest Secure Bidder. When the award is not given
to the lowest secure bidder meeting specifications, such award must be approved by the
Council and a full and complete statement of reasons for placing the order with one
other than the lowest secure bidder shall be entered in the minutes of the Council.

4. Tie Bids.

a. Local Bidders. If two or more bids received are for the same total
amount of unit price, quality and service being equal, the contract shall be
awarded to the local bidder.
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b. Bidders of Equal Status. Where paragraph E.4.a. of this section is
not determinative, the Agent shall award the contract to one of the tie
bidders by drawing lots in public.

5. Performance Bonds. Before entering a contract, the Agent shall have the
authority to require a performance bond in such amount as he shall find reasonably
necessary to protect the best interests of the City.

F. Prohibition Against Subdivision. No contract or purchase shall be
subdivided to avoid the requirements of this section.

G. Open Market Procedure. All purchases of supplies, materials, equipment
or contractual services having an estimated cost less than Twenty-five Thousand Dollars
($25,000.00), and all sales of personal property which has become obsolete and unusable,
of less than the estimated value of One Thousand Dollars ($1,000.00), may be made on
the open market, without newspaper advertisement and without observing the
procedure prescribed in this section for the award of formal contracts.

1. Minimum Number of Bids. All open market purchases in excess of Two
Thousand Five Hundred Dollars ($2,500.00) shall, whenever possible, be based on
competitive market quotation bids as set forth below, and shall be awarded to the lowest
secure bidder in accordance with the standards set forth in paragraph E.2 of this section.

$2,500.00 to $24,999.99 Buyer shall make at least four (4) solicitations
(written/telephone) for competitive market
quotation bids with at least one such
solicitation to be made to a certified M/FBE
company (if available) as set forth in the City of
Tulsa Human Rights Department M/FBE
Directory.

2. Recording. The Agent shall keep a record of all open market orders and
the bids submitted in competition thereon, and such records shall be open to public
inspection at all reasonable times.

H. Waiver of Competitive Bidding. The Mayor may waive the requirement
for competitive bidding for the purchase of supplies, materials, equipment or contractual
services when some material feature or characteristic of the item or service sought to be
purchased is unique and the Purchasing Agent has certified that to the best of his
knowledge, after diligent inquiry, the item or service is available from only one source.
The Purchasing Agent may require the department head or official requesting the bid
waiver to submit an affidavit identifying the unique and material features or
characteristics of the item or service. A full and complete statement of the reasons for
approving each waiver of competitive bidding shall be filed with the City Clerk.
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Nothing in this subsection shall be construed to prohibit emergency purchases made in
accordance with Section 410 of this chapter.
()rd. ]Vos. 16218, 16553, 17904, 17976, 18204,19432,20179,20585

SECTION 407. PETTY EXPENDITURES REVOLVING FUND

There is hereby created a special fund which shall be known as the "Petty
Expenditures Revolving Fund." The fund shall be maintained, supervised, and
controlled by the Director of Finance of the City of Tulsa, Oklahoma. Any purchase or
expenditure by City officers or employees in any City department for supplies and
services related to City business, which does not exceed the sum of One Hundred
Dollars ($100.00) in cash may be paid or reimbursed from this fund upon a signed
request from the department head authorizing such purchases or expenditures. Any
City officer or employee in any City department who is an authorized user of a
Purchasing Card may utilize the Purchasing Card to access the Petty Expenditure
Revolving Fund for supplies and services related to City business which do not exceed
the sum of Nine Hundred Ninety-Nine and 99/100 Dollars ($999.99).

A. Amount of Fund. The amount to be placed in this fund and the allocation
of the fund among the various City departments shall be determined by the Mayor.

B. Rules and Regulations. The Director of Finance shall promulgate written
rules and regulations for the use of the Petty Expenditures Revolving Fund, which shall
be approved by the Council and filed with the City Clerk.
()rd. ]Vos. 16916, 19432, 20179

SECTION 408. CENTRAL WAREHOUSING

The Agent may, in his discretion, establish central storerooms and warehouses for
the safe storage of all supplies common to more than one using agency. The Agent shall
be responsible for the supervision and control of such storerooms and warehouses and
the supplies contained therein, and shall keep at all times a current inventory of such
supplies along with complete records as to the acquisition and disposition of such
supplies.

With respect to supplies of a type peculiar to a single department or using agency,
the Agent may permit them to be stored in storerooms or warehouses under the
supervision of the head of the department or agency, provided that such individual shall
be required to maintain a current inventory of all such supplies and shall furnish the
Agent with periodic reports showing the current inventory acquisition and disposition
of all such supplies. The Agent shall be empowered to inspect such storerooms or
warehouses at any time for the purpose of verifying the correctness of the inventory
furnished, and for all other purposes connected with the performance of his duties under
the terms of this chapter.
()rd. ]Vo. 19432
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SECTION 409. PRICE AGREEMENT CONTRACT PROCEDURES

The head of the using agency shall have the authority to submit requisitions to
the Agent for supplies available under the terms of a "price agreement" contract made
by the Agent.

SECTION 410. EMERGENCY PURCHASES

A. By Agent. In case of an apparent emergency which requires immediate
purchase of supplies or contractual services, the Mayor shall be empowered to grant
written authorization to the Agent to secure by open market procedure as herein set
forth, at the lowest obtainable price, any supplies or contractual services, regardless of
the amount of the expenditure, subject to all the terms and provisions of the Charter of
the City of Tulsa. A full report of the circumstances of the emergency purchase shall be
filed by the Agent with the City Clerk and shall be open to public inspection.

B. By Department Head. In case of actual emergency occurring during
normal office hours the head of any using agency may, with the consent of the Agent
and the approval of the Mayor, purchase directly any supplies or contractual services
whose immediate procurement is essential to prevent delays in the work of the using
agency which may vitally affect the life, health or convenience of the citizens.

SECTION 411. INSPECTION AND TESTING

The Agent shall inspect or supervise the inspection of all deliveries of supplies or
contractual services to determine their conformance with the specifications set forth in
the order or contract.

A. Inspection by Using Agency. The. Agent shall have the authority to
authorize using agencies having the staff and facilities for adequate inspection to inspect
all deliveries made to such using agencies under rules and regulations which the Agent
shall prescribe.

B. Tests. The Agent shall have the authority to require cheInicaland physical
tests of samples submitted with bids and samples of deliveries which are necessary to
determine their quality and conformance with the specifications. In the performance of
suchtests, the Agent shall have the authority to make use of laboratory facilities of any
agency of the City or of any outside laboratory.

SECTION 412. SURPLUS STOCK

All using agencies shall submit to the Agent, at such times and in such form as
he shall prescribe, reports showing stocks of all supplies which are no longer used or
which have become obsolete, wom out or scrapped.
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A. Transfers. The Agent shall have the authority to transfer surplus stock to
other using agencies.

B. Sales. The Agent shall have the authority to:

1. Sell by competitive bidding, or by an alternative procedure established by
the Mayol", all City supplies which are no longer needed, have become unusable or
obsolete; or

2. To exchange or trade such supplies, which cost or have an estimated
market value of less than One Thousand Dollars ($1,000.00), for new or reconditioned
supplies which have an equivalent market value, or exchange such supplies for services
which have an equivalent market value that will have a direct benefit to the public or
the City.

3. All net proceeds from the sale of surplus capital equipment purchased with
temporary sales tax funds shall be deposited into the General Fund of the City of Tulsa.
Ora No. 18589, 21343

SECTION 413. COOPERATIVEPURCHASING

The Agent shall have the authority to join with other units of government in
cooperatiVe purchasing plans when the best interests of the City would be served.

SECTION 414. PENALTY

All City officers and employees shall comply with the provisions of this chapter.
Noncompliance shall be sufficient grounds for dismissal from the service of the City,
whether the offender be in the classified or unclassified service.
Ora. No. 14954
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CHAPTER 5

ACCOUNTING

(1/1/1997)

Section 500. Duties of Director.
Section 501. Payment for Salaries, Purchases and Claims Against the City

SECTION 500. DUTIES OF DIRECTOR

The Director of Finance shall maintain accounts of all revenues, fines, licenses,
fees and funds of the City, shall establish and supervise a system of general and cost
accounting and shall maintain inventories of the property of the City.

SECTION 501. PAYMENT FOR SALARIES, PURCHASES AND CLAIMS
AGAINST THE CITY

A. Payment. All payments for salaries, purchases and claims against the City
may be made by proper warrant or check signed by the Mayor, countersigned by the
Director of Finance, drawn upon the City Treasury and charged to the proper account;
provided, however, that the Director of Finance may also direct payments from the
municipal treasury by wire transfer, direct payroll deposit, or other instrument or
method of disbursement through the Federal Reserve System. No disbursement shall
be made unless proper funds are available for the payment of same.

B. Internal Control Structure Established. Warrants, checks or other
instruments of disbursement from the municipal treasury shall be prepared and issued
strictly in accordance with an internal control structure developed and maintained by
the Director of Finance which, at a minimum, shall include the following requirements.

1. Segregation of Duties and Responsibilities.

a. Responsibilities for requisitioning, purchasing and rece1vmg
functions shall be segregated from those for invoice processing, accounts
payable and general ledger functions.

b. Responsibilities for the purchasing function shall be segregated from
those for requisitioning and receiving functions.

c. Responsibilities for invoice processing and accounts payable
functions shall be segregated from those for the general ledger functions.

d. Responsibilities for the disbursement preparation and approval
functions shall be segregated from those for the recording of cash
disbursements and general ledger entries.



Ch. 5, Pg. 2 Title 6 - Finance Department (1/1/1997)

e. . Responsibilities for entries in the cash disbursement records shall be
segregated from those for general ledger entries.

2. Procedural Controls - Requisitioning.

a. Purchases of goods and services shall be initiated only by properly
authorized requisitions bearing the approval of officials designated to
authorize requisitions.

b. The person requesting the purchase shall indicate the particular
appropriation to be charged on each purchase requisition.

c. Before issuance of a purchase order or contract, the Director of
Finance or his designee shall verify that there are sufficient unobligated
funds remaining under the designated appropriation to meet the proposed
expenditure.

d. Competitive bidding procedures shall be utilized in accordance with
state statutes, the Charter and Revised Ordinances of the City of Tulsa.

e. Policies regarding conflicts of interest and business practice shall be
established and distributed.

f. The awarding of personal service or construction contracts shall be
in accordance with predetermined selection criteria and shall require
adequate documentation of the award process.

g. Changes to contracts or purchase orders shall be subjected to the
same controls and approvals as the original agreement.

h. Receiving reports for all purchased goods shall be prepared and
transmitted to the Purchasing and Accounting Divisions .of the Finance
Department.

3. Procedural Controls - Invoice Processing.

a. Invoice processing procedures established by the Director of Finance
shall provide for:

(1) Obtaining copies of purchase orders and receiving reports,

(2) Comparison of invoice quantities, prices, and terms with
those indicated on the purchase order,
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(3) Comparison of invoice quantities with those indicated on the
receiving reports, and

(4) Checking the accuracy of calculations.

b. Procedures shall be developed and maintained ensuring accurate
--account distribution of all entries resulting from invoice processing.

c. Changes to the electronic data processing master vendor file shall
be made only by employees authorized by the Director of Finance to make
such changes.

d. The Accounting Division of the Finance Department shall maintain
a current list of those authorized to approve expenditures.

e. Procedures shall be developed and maintained for the submission
and approval of reimbursements to employees for travel and other
expenses.

f. Steps shall be taken to ensure a new supplier actually exists if an
invoice is received from a supplier not previously dealt with.

g. Payments shall be made on the basis of original invoices which have
been approved by the individual (or his designee) responsible for the
appropriation to which the expenditure will be charged.

h. Differences in invoice and purchase order prices, terms, shipping
arrangements or quantities shall be referred to the Purchasing Agent for
review and approval.

4. Disbursements - Procedural Controls.

a. Both the Mayor and the Director of Finance shall be required to sign
checks and warrants approved to be issued.

b. Banks will be promptly notified when a new signer is authorized or
a previous signer leaves the employ of the City of Tulsa.

c. Signature plates, when not in use, shall be maintained in the
custody of the City Controller.

d. Signature plates shall be used only under the signer's control and
the signer or his designee shall record all machine readings to ensure that
all signed checks and warrants are properly accounted for.
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e. Signed checks and warrants shall be delivered directly to the mail
room, to the individual designated for payment, or to an individual
approved by the Director of Finance.

f. Procedures shall be established and maintained for control of and
accounting for all checks and warrants with specific safeguards over

- unused and voided checks and warrants.

g. Responsibilities for preparation of checks and warrants shall be
separated within the Finance Department from the distribution of checks
and warrants.

Ord. No. 17605



Ch. 6, Pg. 1 Title 6 - Finance Department

CHAPTER 6

REVENUE COLLECTION

Supp. 13 (7/1/03)

Section 600. Collection of Revenues.
Section 601. Demand for Money.
Section 602. Receipt of Revenues.
Section 603. Record of Collections.
Section 604. Collection of an Administrative Service Charge on

Dishonored and Returned Checks or Other Payments.

SECTION 600. COLLECTION OF REVENUES

It shall be the duty of the Director of Finance ("Director") to collect all taxes,
assessments, permit and license fees as provided by ordinances in addition to all
revenues which are required by the Charter to be collected by the City.

SECTION 601. DEMAND FOR MONEY

The Director shall make demands and receive from the County Treasurer or other
persons all monies received by them for the use of the City. Whenever any person is
indebted to the City in any manner, and the means of collection of the debt is not
otherwise provided for by law or ordinance, the Director shall be authorized and it shall
be his duty to demand and receive payment. When any claim is not collected, he shall
report this fact to the City Attorney. He shall maintain a continuous inspection of all
taxes, assessments, licenses, and fees and other revenues due the City in order to
effectuate their collection.

SECTION 602. RECEIPT OF REVENUES

It shall be the duty of the Director to give receipts for all moneys collected by him
on behalf of the City, copies of which shall be retained in the Finance Department for
the time required by law. The receipt shall show the date of issue, to whom issued, the
amount collected, the nature of the collection, and the fund and account to be credited.

SECTION 603. RECORD OF COLLECTIONS

It shall be the duty of the Director to keep records of all monies received by him,
the source of the monies, the funds and accounts to which they are applied, and the date
of collection.
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SECTION 604. COLLECTION OF AN ADMINISTRATIVE SERVICE
CHARGE ON DISHONORED AND RETURNED CHECKS
OR OTHER PAYMENTS

The Director shall levy and collect an administrative service charge for each
payment issued to and received on account by the City of Tulsa, regardless of the
method or form of payment, e.g., check, credit card, debit card, electronic transfer, or
any other attempted payment of value, whenever the payment fails or is dishonored and
returned for any reason. The administrative service charge shall be Twenty-five Dollars
($25.00); provided, however, that the charge may be waived by the Director upon the
drawer's showing of reasonable and extenuating circumstances beyond the drawer's
control.
Ord. /Vas. 17703, 20591




