Agenda
City of Beaumont Finance and Audit Committee
Meeting

Regular Session 6:00 PM

- —
BEAU MONT 550 E 6th Street, Beaumont, Ca

—CALIFORNIA— Monday, June 3, 2019

Materials related to an item on this agenda submitted to the Finance and Audit Committee after distribution
of the agenda packets are available for public inspection in the City Clerk’s office at 550 E. 6th Street during
normal business hours

Any Person with a disability who requires accommodations in order to participate in this meeting should
telephone the City Clerk’s office at 951 769 8520, at least 48 hours prior to the meeting in order to make a
request for a disability related modification or accommodation.

Page
REGULAR MEETING

CALL TO ORDER

Committee Members: Mayor Martinez, Council Member Carroll, Treasurer Baron Ginnetti, Chair Steve Cooley,
Vice Chair Thomas LeMasters, Member Richard Bennecke, Member Ana Olvera, Member Billiath Bengesa,
and Alternate Member Andrew Forster

Action on any requests for excused absence:
Pledge of Allegiance:

Approval/Adjustments to Agenda:

Conflict of Interest Disclosure:

PUBLIC COMMENT PERIOD (ITEMS NOT ON THE AGENDA):

Any one person may address the Committee on any matter not on this agenda. If you wish to speak, please fill
out a “Public Comment Form” provided at the back table and give it to the Committee Chair or Secretary.
There is a three (3) minute limit on public comments. There will be no sharing or passing of time to another
person. State Law prohibits the Committee from discussing or taking actions brought up by your comments.

ACTION ITEMS/PUBLIC HEARINGS/REQUESTS

1. Adoption of Minutes 3-5
Approve Minutes dated May 6, 2019

FAC Minutes 05.06.19

2. April 2019 Financial Reports 7-13
Approve for presentation to City Council on June 4, 2019.
Iltem 2
3. Fiscal Year 2019-20 City-Wide Budget and Fiscal Years 2019-20 through 2023- 15-105

24 Capital Improvement Projects Budget
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Receive and file.

Iltem 3

Attachment A
Attachment B
Attachment C

4. Report of Tax Revenues Received through May 30, 2019 107 - 108
Receive and file.
Item 4
5. Purchasing Policy 109 - 113

Receive and file.
Item 5

6. Establishing a Sub-Committee for Internal Control Review
Select sub-committee members.

7. Future Agenda Items
8. Finance Director's Comments

9. Meeting Review - Treasurer's Monthly Finance and Audit Committee Report to
Council

Adjournment of the Finance and Audit Committee of the June 3, 2019 Meeting at p.m.

The next regular meeting of the Finance and Audit Committee Meeting is scheduled for Monday, July 1, 2019
at 6:00 p.m.

Beaumont City Hall — Online www.BeaumontCa.gov
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MINUTES
Finance and Audit Commitiee Meeting
Monday, May 6, 2019
Council Chambers
550 E 6th St. Beaumont, Ca
Regular Session: 6:00 PM

REGULAR MEETING

CALL TO ORDER at 6:02 p.m.

Present: Committee Members: Council Member Carroll, Treasurer Baron Ginnetti, Chair Steve
Cooley, Member Richard Bennecke, Member Thomas LeMasters, Member Billiath Bengesa, and
Alternate Members Andrew Forster

Absent: Mayor Martinez, and Member Ana Olvera

Action on any requests for excused absence: None
Pledge of Allegiance

Approval/Adjustments to Agenda: None

Conflict of Interest Disclosure: None

PUBLIC COMMENT PERIOD (ITEMS NOT ON THE AGENDA):

Any one person may address the Committee on any matter not on this agenda. If you wish to speak, please fill
out a “Public Comment Form” provided at the back table and give it to the Committee Chair or Secretary.
There is a three (3) minute limit on public comments. There will be no sharing or passing of time to another
person. State Law prohibits the Committee from discussing or taking actions brought up by your comments.

No speakers.

ACTION ITEMS/PUBLIC HEARINGS/REQUESTS

1. Adoption of Minutes
Motion by Member Bennecke
Second by Council Member Carroll
_v_Member Bengesa
_absent_ Member Olvera
_v_Member Bennecke
_v'_ Chair Cooley
_v_ Member LeMasters
_¥_Treasurer Ginnetti
_¥'_ Council Member Carroll
_absent_ Mayor Martinez
To approve minutes dated April 01, 2019.
Approved by a 6-0 vote.
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Finance and Audit Committee
May 6, 2019

Appointment of Vice Chair
Motion by Treasurer Ginnetti
Second by Member Bennecke
_¥_ Member Bengesa
_absent_ Member Olvera

_v'_ Member Bennecke

_v_ Chair Cooley

_v_ Member LeMasters

_v'_ Treasurer Ginnetti

_v'_ Council Member Carroll
_absent_ Mayor Martinez

To appoint Member LeMasters as Vice Chair of the committee.
Approved by a 6-0 vote.

March 2019 Financial Reports
Motion by Member Bennecke
Second by Treasurer Ginnetti
_v_ Member Bengesa
_absent_ Member Olvera
_v¥"_Member Bennecke

_v'_ Chair Cooley

_¥'_ Vice Chair LeMasters
_v_ Treasurer Ginnetti

_v_ Council Member Carroll
_absent_ Mayor Martinez

To approve for presentation to City Council on May 7, 2019.
Approved by a 6-0 vote.

Fiscal Year 2019-20 Draft General Fund Budget for Review

Motion by Member LeMasters
Second by Treasurer Ginnetti
_v_ Member Bengesa
_absent_ Member Olvera
_v_ Member Bennecke

_v'_ Chair Cooley

_v'_Vice Chair LeMasters
_v'_ Treasurer Ginnetti

_v'_ Council Member Carroll
_absent_ Mayor Martinez

To receive and file.
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Finance and Audit Committee
May 6, 2019

Approved by a 6-0 vote.

5. Future Agenda ltems
e Subcommittee
e Purchasing Policy
e Formal Explanation of the Committee

6. Finance Director's Comments
No comments.

7. Meeting Review - Treasurer's Monthly Finance and Audit Committee Report to Council

ADJOURNMENT
Adjournment of the Finance and Audit Committee of the May 6, 2019 Meeting at 7:00 p.m.

The next regular meeting of the Finance and Audit Committee Meeting is scheduled for Monday,
June 3, 2019 at 6:00 p.m.

Beaumont City Hall — Online www.BeaumontCa.gov
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TO:
FROM:
DATE:
SUBJECT:

Agenda Item No. Z
Staff Report

Finance and Audit Committee Members
Melana Taylor, Director of Finance
June 3, 2019

April 2019 Financial Reports

Background and Analysis:

The April 2019 Monthly Financial Reports are attached for review, as follows:

1.

2.

General Fund (summary level) - Actual versus Budget, current month and year
to date

General Fund (summary level) - current versus Prior Year, current month and
year to date

Waste Water Fund (summary level) — Actual versus Budget, current month and
year to date

Waste Water Fund (summary level) - Current versus Prior Year, current month
and year to date

Treasurer’s Report - Cash Account Reconciled Balance allocations by Fund

The April financials should result in 16.67% of the budget remaining. Because the budget
to actual variances can be deceiving, please note the following:

Revenues Actual greater than Budget Positive Overall Effect
Actual less than Budget Negative Overall Effect

Expenses Actual greater than Budget Negative Overall Effect
Actual less than Budget Positive Overall Effect

Bank reconciliations are completed as follows:

Pooled Cash (Citibank) thru5/22/19

Bank of Hemet:
Payroll thru4/30/19
Gas Tax thru4/30/19

Workers Comp thru4/30/19
Seizure/Evidence  thru4/30/19

Construction thru 4/30/19
Trustee Accounts thru 4/30/19
LAIF thru 4/30/19
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Recommendation:

Approve for presentation to City Council on June 4, 2019.
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TO:
FROM:
DATE:

Agenda Item No. _ '2

Staff Report

Finance and Audit Committee Members
Melana Taylor, Director of Finance

June 3, 2019

SUBJECT: Fiscal Year 2019-20 City-Wide Budget and Fiscal Years 2019-20 through

2023-24 CIP Projects Budget

Background and Analysis:

On Saturday, February 2, 2019, City Council held a workshop which included direction to
City staff regarding the FY19-20 budget. On May 7, 2019, a draft of the General Fund
budget was presented to Council. The draft City-wide budget was presented on May 21,
2019, with a construction project (“CIP”) listing.

The final draft of the City-wide and CIP budgets are attached.

1.
2.

7.

General Fund - Zero net balanced budget with $47,961 contingency.

Special Revenue Funds - Utilization of available funds for appropriate projects. Net
activity for some funds will reflect a negative net change due to funds from prior
years being utilized in the FY19-20 budget year.

Capital Funds - Government asset reporting and construction projects as well as
development impact fee segregation and tracking.

Wastewater Funds - Segregate the operations, development impact fees,
construction, bond funds utilized, and debt service payments for the wastewater
enterprise.

Transit Funds - Segregate the operations, GASB 68 effects, capital grants
management and capital assets for the Transit enterprise. Final budget will agree to
the SRTP accepted by RCTC.

Debt Funds - Segregate general debt service, Community Facilities District debt,
Beaumont Financing Authority debt and the Beaumont Public Improvement
Authority debt.

CIP - Identifies projects by applicable funding sources and time frames.

Transit funds have not been included in the final budget reports as the budget will mirror
the final approved SRTP by RCTC.

Recommendation:

Receive and file.
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Attachments:

A. Summarized City-wide budget for fiscal year 2019-20
B. Detailed City-wide budget for fiscal year 2019-2024
C. CIP Projects Budget for fiscal years 2019-20 through 2023-24
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Attachment A
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Attachment B
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Attachment C
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Attachment A
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Five Year Capital Improvement Plan FY 19/20-23/24
Projects By Funding Source

Funding Source: PEG

Project Name [ ProectNumber | FY19/20 | FY20i21 | Fv2i/22 FY22/23 FY23/24 | FulweFunding | TOTAL
City Hall Council Ch | 2019006 | § 273,000 $ 273,000
|
TOTAL [ $27 50 50| 50 $0 so[§ 273,000

Funding Source: Basic Services DIF

Project Name | Project Number | FY19/20 FY2021 | FY21/22 FY22/23 FY23/24 Fulure Funding TOTAL
City Hall and Plaza - Construction Future l $ 18,000,000 | $ 18,000,000
TOTAL ] sa] 50 50 $0[  $18,000,000] § 18,000,000

Funding Source: Road & Bridge DIF

Project Name Project Number FY18/20 FY20/21 FY21/22 FY22/23 FY23/24 Future Funding TOTAL |
Oak Valley Parkway Rehab Phase 2 2018-008 $ 500,000 500,000
2nd Street Extension Design 2019-009 $ 200,000 200,000
2nd Street Extension Construction Future 2,510,000 2,510,000
Pennsylvania Ave/UPRR Grade Separation - Final Design Future 1,000,001 1,000,000 |
California Ave/UPRR Grade Separation - Final Design Future 00,00 800,000
Oak Valley/I-10 Interchange - Desian Future 00,00C 500,000
1st Street Widening Design & Construction Future 1,600,00f 1,600,000
|
I TOTAL $200,000/ S0 sal $0 sol $6,910,000] $ 7,110,000
Funding Source: Traffic Signal DIF _ ] ] i
Name ject Number [ FY18/20 | FY20021 | FY21/22 FY22/23 FY23/24 | Futurs Funding TGTAL

Heaumont Ave Signalization, 8th to 10th Street Construction 2018-017 § 795000 | $ 795,000
I TOTAL $795,000] 50 50, s0[ sof 30 000

Funding Source: CFD Public Safeiy

- | ProjectNumber | FY19/20 FY20/21 FY21/22 FY22/23 FYZ3/24
Fire Stations | 2021-004 $ 500,000 | $ 500,000
2019-007 $ 40,000

| TOTAL $40,000] $0 $500,000 $500,000] 50

roject Number | FyiaeD FY20/21 FY2i22 | Fy2an3 FY23/24 Future Fundi TOTAL |
2019-003 $ 300,000 | | 300,000
2020-004 $75,000 $100,000 175,000
2020-006 $25,000 25,000
[[ TOTAL $300,000 $100,000 $100,000 S0 50 so s 500,000
Funding Source: Measure A — ]
Project ﬁame Project Number | FY19/20, FY20721 EY21/22 | FY22/23 FY23/24 Future Funding TOTAL
Beaumont Ave Reconstruction Project 2018-004 734,000 | 734,000
Annual Slurry Seal 19/20 2019-001 400,000 400,000
Annual Citywide Street Rehab 19/20 2019-002 500,000 500,000
Annual Slurry Seal 20/21 2020-00 $400,000 400,000/
Annual Citywide Street Rehab 20/21 2020-00 $500,000 500,000
Annual Slurry Seal 21/22 2021-00 $500,000 500,000
Annual Citywide Street Rehab 21/22 2021-00 $400,000 400,000|
Annual Slurry Seal 22123 2022-00 $500,000] 500,000
Annual Citywide Street Rehab 22/23 2022-00; $400,000° 400,000
Annual Slurry Seal 23/24 2023-00 $500,000 500,000
Annual Citywide Street Rehab 23/24 2023-00: $400,000 400,000
1 )
L
| TOTAL | § 1,834,000 000 $900, $900,000 $900,000 00 §  5.234,000]
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Funding Source: RMRA/SB 1

Name Prcject Number EY1920 FYzom1 FY21/22 FY22/23 FY23/24 Future Fundir TOTAL
Besumont Ave Reconsiruction Project 2018-004 § 700,000 700,000
Annual Slurry Ssal 18/20 2019-001 $ 600,000 600,000
Annual Citywide Street Rehab 19/20 2019-002 $ 300,000 300,000
Annual Slurry Seal 2021 2020-001 $600,000 600,000
Annual Citywide Strest Rehab 20/21 2027-002 $300.000 ! 300,000
Annual Slurry Seal 21722 2021-001 $500,000) 500,000
Annual Citywide Street Rehab 21/22 2021-002 $400,000] 400,000
Annual Slurry Seal 22/23 2022-001 $500,000 500,000
Annual Citywide Strast Rehab 22/23 2022-002 $400,000 400,000
Annual Slurry Seal 23124 2023-001 $500,000 500,000
Annual Citywide Street Rehab 23/24 2023-002 $400,000 400,000

I |
TOTAL | § 1,600,000 $900,000] $9M,000| $900,000 $900,000 $0/ §  5.200,000
Funding Source: Grants
Project Name Project Number FY19/20 FY20/21 FY21/22 FY22/23 | FY23/24 | Fulurs Funding TOTAL
| Police Annex 2019-005 $ 14,800 14,800
Pennsylvania Ave/UPRR Grade Separation - C Future 34,000,000 34,000,000
California Ave/lUPRR Grade Separation - C Future 34,000,000 34,000,000
Qak Valley/I-10 Interchange - Construction Future 65,000,000 65,000,000
TOTAL $14,800 ] 0] 50 $0| § 133.000.000t $ 133,014.8001
Funding Source: Transit Grants
Project Name Project Number | FY19/30 FY20/21 FY2122 FY22/23 FY2324 | FulureFunding TOTAL
CNG Station - Construction 2019-004 $ 1,700,000 $ 1,700,000
EV Charging Station 2019-016 $ 240,000 $ 240,000
TOTAL $1,940,000 50] $0 $0[ $0 $0[ § 1,540,000
Funding Source: Asset Forfeiture
Project Name Project Number | FY19/20 FY20121 [ FY21/22 FY22/23 FY23/24 Future Funding TOTAL
Police Annex 2019-005 $ 26,500 $ 26,500
TOTAL $26.500 S0 | $9) 50 S0 § 26,500
Funding Source: CDBG Grants
[Project Name Project Number | FY19/20 FY20/21 FY21/22 | FY22/73 | Fy2ai24 Future Fundin TOTAL !
Rangel Park Improvement Project 2018-007 $ 130,000 | 130,000
Citywide Sidewalk Improvements 20/21 - CDB: 2020-003 $130,000 130,000
Citywide Sidewalk Improvements 21/22 - CDI 2021-003 $130,000 130,000
Citywide Sidewalk Improvements 22/23 - CDI 2022-003 $130,000 130,000
Citywide Sidewalk [mprovements 23/24 - CD 2023-003 $130,000 130,000
TOTAL | $ 130,000 $130,000 $130,000 $130,000 $130,000 $0, § 650,00
Funding Source: General Fund __
Project Name Project Number | FY19/20 FY20/21 FY21/22 FY22j23 FY23/24 Fulyre Funding TOTAL
PD Server Room 2019-007 14,000 14,000|
Housing Element Update 2019-008 40,000 | $ 50,000 90,000
Security Infrastructure Uparades 2019-015 40,000 40,000
Facility Roofs 2020-007 $90,000 $10,000] $100,000 $10,000 210,000
Storm Drain Facilities Future $1,000,000 1,000,000
Storm Drain Master Plan Future $500,000 500,000
Street Light Conversion to Solar Future $1,500,000 1,500,000
TOTAL $94,000 $140,000] $10,000/ §100,000] $10,000] $ 3,000,000 § 3,354,000
Funding Source: Wastewater
Project Name | Project Number FY19/20 FY20/21 FY21/22 FY22/23 FY23/24 Fuiure Funding TOTAL
PLC Upgrade 2019-010 240,000 5 240,000
CMOM 2015 100,000 5 100,000 |
WQMP and Permit 2019-012 50,000 50,000
Wastewater Master Plan 2019-0 300,000 00,000
[Mesa Force Main Preliminary Design 2019014 | § 100,000 00,000
Sewer Collection and Treatment 2020-005 | $ 1,677,000 | $ 1,727,000 | $ 1,889,000 | § 1,900,000 7,193,000 |
Seneca Springs Lift Station Design 2018-010 200,000 200,000
Seneca Springs Lift Statlon Construction Future 800,000 800,000 |
Recycled Water Study 2018-007 100,000 100,000 |
TOTAL | $ 790,000[ § 1,677,000] $ 1,727,000/ $ 1,889,000 § 1,900,000 § 1,100,000] $ 9,083,000
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Agenda Item No. 4

Staff Report
TO: Finance and Audit Committee Members
FROM: Melana Taylor, Director of Finance

DATE: June 3, 2019
SUBJECT: Report of Tax Revenues Received Through May 30, 2019

Background and Analysis:

As discussed by the Committee at previous meetings, the County allocates property tax
revenues to the applicable agencies on a particular schedule, resulting in the majority of
property tax revenues being received in January and May each year.

The May distribution has been received from the County and the budget to actual report for
all sources of tax revenues is attached. Variances are detailed below:

1. Total property taxes received were greater than the budget by approximately
$391,000.

2. Sales taxes appear under budget, but are received monthly and therefore, could still
meet the budget.

3. Motor Vehicle In-Lieu (VLF) taxes are received in two installments and the second
installment is expected to be received in June.

4. Vehicle License Collection is received on an annual basis related to excess VLF
distributed by the state and has exceeded the budget for FY19.

5. Utility Users Tax is collected monthly and therefore, could still meet budget.

6. Franchise fees from Edison are received once per year and is greater than the

budget for FY19.

7. Franchise fees from Cable providers is received monthly and therefore, could still
meet budget.

8. Franchise fees from Verizon/Frontier on a quarterly basis and may not meet the
budget for FY19.

9. Franchise fees from SCG is received once per year and was for $96,875.54, greater
than the budget of $95,000. Additional entries have been made to the franchise
revenue account which need further research and potential reclassification.

10. Transient Occupancy Tax (TOT) is received on a quarterly basis and will exceed the
budget for FY19.

Recommendation:

Funds received greater than budget indicates a potential for positive net earnings,
increasing the City’s general fund reserves.
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City of Beaumont, CA

/

BEAUMONT

Fund: 100 - GENERAL FUND

Revenue
100-0000-4005-0000
100-0000-4008-0000
100-0000-4010-00C0
100-0000-4015-0000
100-0000-4050-0000
100-0000-4055-0000
100-0000-4057-0000
100-0000-4060-0000
100-0000-4G65-0000
100-0000-4075-0000
100-0000-4080-0000
100-0000-4082-0000
100-0000-4085-0000
100-0000-4087-0000
100-0000-4090-0000

SECURED PROPERTY TAX
UNSECURED PROPERTY TAXES
PROPERTY TRANSFER TAX

STREET LIGHT ASSESSMENT (PROP 1
SALES & USE TAXES

1/2% SALES TAX-PBLC SFTY

TAX - MEASURE A

MOTOR VEH IN-LIEU TAXES
VEH.LICENSE COLLECTION

UTILITY USERS TAX

FRANCHISE FEES - EDISON
FRANCHISE FEES - CABLE
FRANCHISE FEES - VERIZON/FRONTI
FRANCHISE FEES- GAS COMPANY
TRANSIENT OCCUPANCY TAX

Original
Total Budget

Budget Report

Account Summary
For Fiscal: 2018-2019 Period Ending: 06/30/2019

Variance
Current Fiscal Favorable Percent
Total Budget Activity {Unfavorable) Remaining

Revenue Total:

Fund: 100 - GENERAL FUND Total:

Report Total:

5/30/2019 12:52:48 PM

3,824,893.00 3,771,115.00 4,217,521.79 446,406.79 111.8%
500,000.00 205,950.00 - {205,950.00) 100.0%
230,000.00 230,000.00 256,835.74 26,835.74 111.7%
500,000.00 354,320.00 478,329.01 124,009.01 135.0%

5,112,393.00 5,112,393.00 3,645,420.88 (1,466,972.12) 28.7%
140,000.00 140,000.00 131,728.93 (8,271.07) 5.9%
921,000.00 - - - 0.0%

4,100,000.00 4,517,089.00 2,258,545.00 (2,258,544.00) 50.0%

20,000.00 20,000.00 23,153.98 3,153.98 115.8%

1,550,000.00 1,550,000.00 1,167,032.02 (382,967.98) 24.7%
305,000.00 305,000.00 319,943.99 14,943.99 104.9%
200,000.00 200,000.00 220,032.65 20,032.65 110.0%
225,000.00 225,000.00 152,187.21 (72,812.79) 32.4%

95,000.00 95,000.00 ' 225,068.83 130,068.83 236.9%
255,000.00 255,000.00 252,578.35 (2,421.65) 95.0%
17,978,286.00 16,980,867.00 13,348,378.38 {(3,632,488.62) 21.4%
17,978,286.00 16,980,867.00 13,348,378.38 (3,632,488.62) 21.4%
17,978,286.00 16,980,867.00 13,348,378.38 (3,632,488.62) 21.4%
Page 1 of 1
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Agenda Item No. 5

Staff Report
TO: Finance and Audit Committee Members
FROM: Melana Taylor, Director of Finance

DATE: June 3, 2019
SUBJECT: Purchasing Policy

Background and Analysis:

As discussed by the Committee at the previous meeting, the City has been working towards
a formalized Purchasing Policy to streamline the process and ensure that the Purchase
Ordinance is properly followed as the City does not have a centralized purchasing function.

The Ordinance was reviewed and revised with adoption by City Council in November 2017.
The Policy has been developed over time utilizing best practices, the requirements of the
Ordinance, and the available financial software capabilities. The Policy is attached and was
officially distributed to all departments on May 23, 2019.

Recommendation:

Receive and file.
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CITY OF BEAUMONT
POLICY AND PROCEDURES
PURCHASING

To foliow the Purchasing Ordinance, the purchasing of goods or services must follow a standard system
of entry, have a reasonable cost, complete documentation, obtain appropriate verification and approval.
The Purchasing Module of Tyler Technologies Incode 10 will be utilized to comply with all aspects of the
Ordinance.

ORDINANCE SUMMARY

For Non-Public Project Purchases:

$45,000

Alternative Procedure

Alternative Procedure

PURCHASE AMOUNT SERVICES MAINTENANCE or GOODS
GENERAL SERVICE

Ordinance Chapter 3.02.04 3.01.040 3.01.050

Less than $1,000 Director Director Director

Between $1,000 and City Manager City Manager City Manager

$25,000

Between $25,000 and City Council — City Council - City Council -

Alternative Procedure

Between $45,000 and
$175,000

City Council — Informal
Competitive Bidding

City Council — Informal
Competitive Bidding

City Council — Informal
Competitive Bidding

Over $175,000

City Council — Formal
Competitive Bidding

City Council — Formal
Competitive Bidding

City Council — Formal
Competitive Bidding

MAX TERM 5 Years 3 years w/ #2 1-Yr N/A
Extensions w/ CC
Approval
EXCEPTIONS: Single Source or Emergency Situation

Public Projects: As provided in Section 22002(c) of the Public Contract Code, public projects include
construction, reconstruction, renovation, improvement, demolition to, or painting/repainting of any publicly
owned, leased or operated facility, street or sewer, and the construction or improvement of dams,
reservoirs and wastewater treatment plants. A public project does NOT include maintenance work of any
kind. Public Projects must follow more specific purchasing rules from what is presented here.

Alternative Procedure: Purchasing supplies, services or equipment by a simplified pricing procedure by
obtaining oral price quotes from one or more potential contractors or suppliers.

Informal Competitive Bidding (Chapter 3.01.09): RFP Process with specific distribution of notice inviting
formal bids.

RFP Process with public distribution of notice inviting
formal bids.

Formal Competitive Bidding (Chapter 3.01.08):
WHY PURCHASE ORDERS?
A completed purchase order will reserve budget for the applicable line item (termed Encumbrance).

Purchase orders are used, not only to control vendor terms and pricing, but also to manage the
departmental budgets.

1 May 2019
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CITY OF BEAUMONT
POLICY AND PROCEDURES
PURCHASING

PURCHASE ORDER EXCEPTIONS
Certain types of invoices are not subject to purchase orders due to the nature of the cost:

Utilities
Phone/Internet
Insurance

JPA costs

Legal
Regulatory costs

REQUISITION APPROVAL TIMING

To take advantage of the software system for purchasing, the approval process is being standardized and
scheduled as follows:

DAY APPROVAL STEP
Every Thursday City Manager Interim or Final Step
Every Thursday Assistant City Clerk Final Step
Every Thursday Finance Director Interim or Final Step

Every Friday, the finance department will process any fully approved requisitions into purchase orders. If
a purchase order is urgently needed, please contact the next approval level when the requisition is
complete. All attempts will be made to expedite the process when needed.

NOTE: Enter requisitions that relate to City Council approval when the staff report is prepared.
CITY DEPARTMENTS

Using Tyler Technologies Incode 10, enter applicable information into Purchasing Module — Requisitions.
(see documentation provided to input the required information). If the department does not have an
individual with access to the purchasing system, there is a Request for Requisition form that can be
completed. That requisition form and all applicable back-up documentation can be provided to the
Finance Office for data entry. Required data entry is as follows:

o GENERAL TAB: Number, Description, Department, Issue Date, Requested By, Auto Approve
Checkmark, Ship To, Vendor, and Detailed Description (specific detail of what and why)

o [TEM ENTRY TAB: Commodity, Item Description, Ship To, Ordered Amount, Account, Part
Number

o BID/QUOTE TAB: Information can be attached here only if Bid/Quote is check marked on the
General Tab

o NOTES TAB: Add note regarding what is attached, Add note regarding how purchasing
ordinance was followed (3 bids, informal RFP, formal RFP, sole source, emergency, etc)

« DOCUMENTS TAB: Attach contracts, bids, forms, Staff Reports, or any other pertinent
documents

2 May 2019
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CITY OF BEAUMONT
POLICY AND PROCEDURES
PURCHASING

APPROVAL LEVELS

ALL AMOUNTS:
The Director responsible for the Department must approve the requisition before it can advance to the
next approval level or be processed into a Purchase Order.

Finance Director must review and approve the requisition before it can advance to the next approval level
or be processed into a Purchase Order.

ABOVE $1,000:

City Manager must review and approve the requisition before it can advance to the next approval level or
be processed into a Purchase Order.

ABOVE $25.000:

Deputy City Clerk, as representative of the City Council, must review and approve the requisition before it
can be processed into a Purchase Order.

PROJECT RELATED - ALL AMOUNTS
All invoices that are attached to a project require approval and sign off by the Assistant City Manager.
NOTE: This is not an electronic system step, but a manual sign off required on the invoice.

FINANCE DEPARTMENT

When requisitions have been approved by the applicable levels, the Finance Department will complete
the steps necessary to generate a purchase order. The Purchase Order will then be available to the
department to print as necessary to complete their vendor order.

BLANKET PURCHASE ORDERS

A blanket purchase order allows multiple delivery dates over a period of time for a recurring need of
expendable goods for multiple departments coded to multiple account numbers. This type of purchase
order may or may not be used for taking advantage of predetermined pricing. NOTE: A blanket purchase
order is not a guarantee of purchasing levels nor will it create an encumbrance in the system.

Purchases from any particular vendor are to be considered together to determine the threshold necessary
for approval.

The Finance Department will create blanket purchase orders for a specific and limited list of vendors that
are frequently used by multiple departments. For those vendors, departments need only code for the
account number as usual. Blanket purchase orders will be managed by the Finance office. The current
list of blanket purchase order vendors is: Amazon, CDW, Flyers, Home Depot, Napa Auto, O'Reilly Auto,
and Parkhouse Tire.

3 May 2019
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CITY OF BEAUMONT
POLICY AND PROCEDURES
PURCHASING

The public procurement process and the people involved, are subject to complete public accountability
regarding the proper expenditure of taxpayers’ money. Public purchasing must guarantee fair and open
competition with equal opportunities for every supplier. A unique characteristic of public purchasing is the
underlying principle that prices are not as critical as fairness and impartiality in obtaining them.

It is a violation of State Law for any Employee or City Officer to be a part to, or have a financial interest in,
any City contract made by them in their official capacity (CA Gov. Code 1090).

4 May 2019
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