
Person routing check list Telephone number 

CHECKLIST FOR EMERGENCY PURCHASES 

Documentation stipulating the nature of the public emergency necessitating the suspension of public 

bid laws shall be attached hereto. 

Additionally, motion for consideration by the City Council shall be attached. For further information, 

refer to Section 70-428 and 70-429 of the City Code, Ordinance No. 15926 M.C.S., and Policy 

Memorandum No. 42 (R). 

Submitted by Date 

1. 

DEPARTMENT HEAD 

Approved by: Date 

2. 

DIRECTOR OF FINANCE 

3. 

CITY ATTORNEY 

4. 

CHIEF ADMINISTRATIVE OFFICER 

5. 

EXECUTIVE ASSISTANT FOR INTER-

GOVERNMENTAL RELATIONS 

Initials of councilmember sponsoring motion 

Budget code from which expenditure will be made ________________________________________ 

CAO Form No. 26 
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sec. 70-.428. Emergency purcllases. 

. 7':t;:te:: 96u±'.i�J1 ,i.nay suspeil� th� re�1feI11,�nts of" law for the 
ad;vert;i.s:i.:qg �ria l�tt.ing tp t�e lpw�s't :.re.s·ppnsible, ;bidder for 
certa].fi .. public work and purchase·s in-· emergencies-· 'in accordance
with the provisions of this section. The following proyisiops 
shall apply to all departments, commissions·, boards and. agencies 
of the city, ��9�pt as may be,. othE=rwise prov4"d�q.- by ctppJ..j.cable 
and preemptive" law: .. '

' I ,,, ,• ' •,• .. , ' '.,A . ' ,, ' ' ' . 

(1) 

(2) 

(3) 

(4) 

, � ·: . ';'. ., '. ) _._; ·:-,:. ,, ;;_ .. . . . :· ';: .
.

. . Writ.ten documentation..�stl:pul;at;.ing tlie :nature of the 
"F-:iiiergeriqy i;hali be .. submitt�d to the chief 
admin:i.:strativ.e offic�r; tne .cj,.ty attorpey, .and the 
director of the department 'of finanCe by the head,.or 
executive officer of the department, board, commission, 
or ageµcy affecteg • 

. '!'he :�pI;ie:f a,dministra't_i ve . e>,:f f ice;c-, 't;i,1� ci�¥ a �t:o+n�¥t., _ c,tnd
the director of the department of "f,'ina�ce .sha11·g;r.ve 
the council their recommendati.ons ,r;egardi:hg the • . .. 
emergency situation·. The' chief administrative officer 
or his designated representative shaJ,.4, provide th� 
council with a written report regarding the emergency, 
the recommendation of the department of law, department 
of finance, and the chief administrative office, and 
all the information required by subsection (4) of this 
section. If the cost of the emergency exceeds 
$25,000.00, the chief administrative officer or his 
representative shall attempt to give immediate verbal 
notification to each member of the council. 

If the nature of the emergency requires immediate 
action prior to the next scheduled regular or special 
council meeting, the chief administrative officer shall 
be notified before other action is taken. 

A proposed motion declaring an emergency shall be 
submitted to the council at the next scheduled regular 
or special meeting following the emergency by the 
affected department or agency. The motion shall recite 
the exact nature of the emergency, list all contractors 
who have been contacted or will be contacted for an 
informal bid on the necessary work, specify the amounts 
of any bids offered by contractors who have been 
contacted, the source of funds, the estimated cost of 
the emergency and the estimated completion date of the 
worR or delivecy date of the movable to be purchased. 

(5) After consideration of the evidence and recommendations
submitted, the council may adopt the motion dec+aring 
an emergency and authorize the emergency purchase or
public work.

(6) The director of the department of finance shall report
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