
 

 
    

                      
    

                                                    
             

 

                            
             

 

                            
         

               
                         

                            
   
 

                            

             
                    

 
 

 

                             
 

                    

 
                 

 
                    

 
                 

 
                    

 
                 

     

               

                 

                       

                            
     

                    
          
 

 

              
          

              
          

 

 

                                                    
                

                
                

 
 

 
 
 

 

                          
 

                                                       

 
    

           

           

  

   
  

  

   

  

  

CITY OF ENGLEWOOD - PROCUREMENT POLICY - Revised July 2024  

Less than $10,000.00  $10,000 - $124,499.99  $125,000 - $249,999.99  $250,000 or Greater  Emergency  Change Orders  

City of  Englewood (Including 
Enterprises)*  

Including All Materials, Supplies &  

Equipment, Capital Equipment  

AND All Services  

Including All Materials, Supplies &  

Equipment, Capital Equipment  

AND All Services  

Including All Materials, Supplies &  

Equipment, Capital Equipment  

AND All Services  

(Including All Materials, Supplies &  

Equipment, Capital Equipment  

AND All Services)  

Emergency Purchases  

= or > $125,000  

Unforeseen Circumstances Only on 
Existing Contract  

Change Order = Dollar amount change 
Contract Amendment = scope change  

Purchase Order  

Not Required 
PCARD is the preferred payment method  

Required 
Justification Memo included 

Department Deputy Director (or assignee)  

approval required  

Required 
Justification Memo included 

Department Deputy Director (or assignee)  

approval required  

Required 
Council Communication included 

Department Director and 
City Manager  

approval required  

Required 
Emergency Justification Memo included 

Department Director (or assignee) approval  

required  

Required 
Change order or Contract Amendment and 

Justification memo included 
Department Director  

City Manager approval required greater  

than 25% of original contract amount or  

exceeding $250,000  

Contract  

Contract only required for any services  

which touch City assets,  event related 
(Performance Contracts) or Software 

solutions  

Department Director and City Manager  

signature required 
CAO approval required  

Contract required, including all services  

which touch City assets  

Department Director and City Manager  

signature required 
CAO approval required  

Contract required, including all services  

which touch City assets  

Department Director and City Manager  

signature required 
CAO approval required  

Contract required, including all services  

which touch City assets  

Contract Approval Summary required 
Department Director, City Manager and 

Mayor signature required 
CAO approval required  

Emergency Purchase 
Confirmation Letter  

AND  

Purchase Order  

(to support invoice payment)  

Required 
Change order or Contract Amendment  

Department Director  

City Manager approval required 
CAO approval required for contract  

amendment  

Solicitations / Quotes  

Not Required  Two Written Quotes  

Select Low Cost OR  

Provide Optimal Source Justification  

OR  

Approved Cooperative Purchasing 
Agreement  

Sealed competitive process  

required (RFP, ITB, SOQ, etc.) 
Provide Optimal Source Justification  

OR  

Approved Cooperative Purchasing 
Agreement  

Sealed competitive process  

required (RFP, ITB, SOQ, etc.) 
Provide Optimal Source Justification  

OR  

Approved Cooperative Purchasing 
Agreement  

Per Charter Part IV Purchases and Sales,  

Section 118: Emergency Purchases:  

“In case of emergency affecting the 
public property, health, peace or safety, 
the Council may waive all provisions for  

competitive bidding  …”  

N/A  

Council Approval  

Not Required  Not Required  Not Required 
unless purchase is non-budgeted and 

greater than $125,000  

Required 
Council Communication,  

Supplier signed contract,  Contract  

Approval Summary  included 

Mayor and Mayor Pro Tem (or City Council  

member designees) will review and/or  

approve/deny Emergency Purchases  

exceeding $100,000 prior to purchase;  

Purchase request will be submitted for  

approval by City Council at the next  

possible Regular City Council Meeting  

*  Greater than $250,000; or  

* = to or > than 25% of original contract  

price (for original contracts greater than 
$250,000 
Council Communication, Supplier signed 
change order or amendment contract,  

Contract Approval Summary included 

Budgeted Item  
City Council Approval required 

= or > $250,000  

Non-Budgeted Item  
City Council Approval required 

= or > $125,000  

General Policies:  

 Split purchases are not allowed on P-Cards, Purchase Orders. This includes purchases in the current and following year from one vendor.  

 Services (i.e., Engineering, Repair, Abatement) require appropriate level of approval as noted above; Quotes, Bids, Proposals, etc. should be obtained based on estimated fiscal year cost & Purchase Orders must be in place prior to 
service beginning.  
 If the lowest competitive cost or quote is not accepted, the Department is required to provide a Best Value or Optimal Source justification with requests for approval to City Manager and/or City Council (depending upon required  

approval threshold).  

 Regulated Utilities (i.e., Xcel Energy, Denver Water) are excluded from this policy.  

 Contract Approval Summary required for all contracts presented to City Council.  

 Budgeted Item – Annual expenditure request, which is tied to a specific project, item or service and cannot be used for other purposes.  Please ensure the planned purchase/spend is documented in the TNW Annual Budget Worksheet  

using the "Transaction" list feature.  

 Non-budgeted item – Annual expenditure request that is not approved by City Council and not documented in the annual budget.  
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