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The Board of Finance approved this document at its August 16, 2023 regular meeting.  It 

becomes effective August 16, 2023. 

Purchase Policy 

The Lisbon Board of Finance is responsible for setting policy for making purchases.  

These powers are described in Connecticut General Statutes (hereafter CGS) 7-148v 

Municipal Powers.  This policy applies to all purchases in town.  All cost centers, 

committees, commissions and boards including ones directed by the Boards of Selectmen 

and Education are responsible for following the policy. 

The purpose of this policy is to obtain the best available price (value) for quality 

materials, goods and services and to reduce the chances of error and fraudulent activities. 

I.  Definitions 

A.  Purchasing Agent 

The Town Bookkeeper shall be the purchasing agent for general government and the 

Business Manager shall be the purchasing agent for the Board of Education and 

school. 

B.  Cost Center 

A cost center is an entity that has a section in the annual budget.  Examples include 

departments, boards, committees, commissions and town officials. 

 

A chair of a board, committee or commission, department head or town official are 

considered the Cost Center Authority (CCA).  A CCA or designee may make 

purchases. 

C.  Separation of Duties 

At no time may the same person request, purchase, sign for and be the designee, or 

CCA.  When there is only one person in that cost center responsible for requesting, 

purchasing, and seeking approval for goods or services, that individual, for General 

Government purchases, may ask the First Selectman or his designee to sign invoices, 

send purchase orders (POs) or approve payment.  For Board of Education purchases, 

the individual may ask the Superintendent of Schools. 

D.  Store Account 

This is a store or service outlet that has established credit with the Town of Lisbon 

and provides products or services to individuals representing a Town Cost Center.  

This store often does not require a Purchase Order, but only the signature of the Town 

staff member picking up approved items. 
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E.  Petty Cash 

A small amount of funds, up to $100.00 at a given time to take care of small 

purchases, or emergency needs, when an instant payment is necessary, or financially 

and administratively efficient.  Each purchase or reimbursement shall not exceed 

$50.00. 

Only the Bookkeeper or their temporary assign may dispense Petty Cash.    

Replenishment is done by an email and approved by the First Selectman, which is 

also done via email.  Following approval, the Bookkeeper will write a check to 

“Cash” and the Treasurer will cash the check and receive currency.  A simple ledger 

that shows replenishment and expenses will accompany a Petty Cash Box, and will 

include requesting Cost Center and individual, reason for the request, date and receipt 

for the item or vendor. 

Sales tax may be expended from petty cash, as an exempt form is not worth the 

bother in these cases. 

F.  Request for Proposal (RFP) 

May be used for services above or below $20,000.00. In both cases, the guidelines are 

the same, but RFP for services below $20,000.00 does not require a newspaper 

posting. Also, a public opening of the RFP at a particular day and time is optional, 

under $20,000.00.  

Note, the RFP is different from an Invitation to Bid.  The Town expects vendors to 

propose creative, competitive solutions to the stated problem or need. The evaluation 

process and statute mandates only certain services may qualify for an RFP, otherwise 

the bid process should be used. 

G.  Estimate 

May vary as the job proceeds, but reasons for the change in price MUST be submitted 

to the CCA in order to amend or adapt the Purchase Order.  Approval for the higher 

cost may be required from higher authority.  That could include the Board of 

Selectman, Board of Finance, or the Board of Education especially if there is not 

enough money in the Account Line Number. 

H.  Store Credit/Charge Cards 

A card from stores such as Wal-Mart, Home Depot, Staples or Lowe’s, which is 

carried to the store by the party purchasing goods from a Cost Center. 

II.  Purchases 

Note, exemptions to the below rules are located in section VI. 

A.  Less Than or Equal to $50 
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For small purchases or emergency needs, when an instant payment is necessary, or 

financially and administratively efficient, cash may be used from the petty cash fund. 

B.  Less Than or Equal to $1000 

The end user, the CCA or their designee may deal directly with the vendor. The CCA 

will approve the intent to purchase and check the budget to be certain funds are 

available under the correct line item. Upon receipt of the products or services the end 

user will inform the CCA, sign and date the invoice or sales slip and send it to the 

Bookkeeper via email.  Note: Be certain to write the name of the Cost Center and line 

item number on the invoice or sales slip so the Bookkeeper can match the purchase 

with others coming from the same vendor.   

If the cost center wishes to use a purchase order (PO) then the steps in the $1000 -

$3500 section below are followed. 

C.  Equal to or Greater Than $1000 But Less Than $3500 

A Purchase Order (PO) is required.  An email is sent to the bookkeeper requesting a 

purchase order and containing a complete description of the services or products 

including the cost center, line item number and a copy of the quote or estimate. A 

copy is kept with the Cost Center; a copy is not provided to the vendor. The email is 

not a legal document. 

The Bookkeeper is the only person preparing the PO. The PO should be checked by 

the CCA to be certain all the quantities, model numbers, address, or service details 

are correct.  The bookkeeper will then mail the PO directly to the vendor.   

Note, if the CCA or the end user wishes to hand carry the PO to the vendor the 

Bookkeeper needs to be advised.   

Upon receipt of the materials or services the CCA determines the order is complete 

and sends an email to the bookkeeper acknowledging this with a copy of any packing 

or delivery receipts.  If the invoice was sent to the end user or CCA, that person 

should forward it to bookkeeper with the appropriate signature on it.  The bookkeeper 

will stamp the invoice and fill out the appropriate information.  It will then be 

scheduled for payment. 

D.  Equal to or Greater Than $3500 But Less Than $20,000.00. 

These purchases require all the procedures detailed above, and in addition, the service 

or product requires three written quotes.   The cost center shall select and approve of 

in writing the responsible bidder who provided a written quote with the best value 

when price, quality, delivery and experience are evaluated. All three quotes are to be 

submitted with the purchase order request. 
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E.  Equal to or Greater Than $20,000.00 

With respect to any purchase, contract to purchase, or contract for services for which 

the amount equals or exceeds $20,000.00 the Town, by and through its Board of 

Selectmen or Board of Education, shall invite sealed bids or proposals.  Public notice 

of the invitation for sealed bids or proposals shall be published at least 10 days prior 

to contract award in the manner required by law for the publishing of public notices.  

Such notice also shall be published in the form of an internet posting via the State of 

Connecticut Department of Administrative Services State Contracting Portal, and the 

Town website. 

F.  Equal to or Greater Than $20,000 

In addition to the bidding process outlined above, items must go through a series of 

steps that includes approval from various boards, (depending on the project or item) 

the Board of Selectman, Board of Finance, and Town Meeting. 

III.  Purchase or Contract to Purchase Award 

The controlling authority (Board of Selectmen or Board of Education) shall award the 

purchase or contract to purchase to the responsible bidder with the best value when price, 

quality, delivery and experience are evaluated. The Request for Proposals will require 

bidders to provide bidder qualifications.  The quality determination shall be made at the 

sole discretion of the Board of Selectmen or Board of Education on the basis of the 

Town’s past experience with the bidder, the suitability of the bidder’s goods or services 

to the Town’s needs, and other relevant factors the Board of Selectmen or Board of 

Education deem necessary.  The Board of Selectmen or Board of Education shall not 

award a purchase or contract to purchase to any bidder that has not fully satisfied, in the 

view of the Board of Selectmen or the Board of Education, prior obligations to the Town.  

The controlling authority reserves the right in its discretion to reject all bids. 

IV.  Bid & Proposal Forms and Contract Documents 

For purchases by the Town and/or related to the Town’s budget (excluding the Board of 

Education’s budget), all invitations to bid, request for proposals, bid specifications, 

contract documents, and related documents, including but not limited to bond 

requirements and insurance requirements, shall be approved by the First Selectman.  For 

purchases by the Board of Education and/or related to the Board of Education’s budget, 

all invitations to bid, request for proposals, bid specifications, contract documents, and 

related documents, including insurance requirements shall be approved by the Board of 

Education or its designee. 

V.  Written Contract Required for Purchases Greater Than $10,000.00 

For any purchase, contract to purchase, or contract for services for which the amount 

exceeds $10,000.00, a written contract between the Town and successful bidder shall be 

drafted and executed prior to performance of any services or acceptance of any goods.  

For purchases made from the Town’s budget (excluding the Board of Education’s 
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budget), under no circumstances shall a written contract exist unless and until such 

contract is signed by a designated Town official and the successful bidder.  For purchases 

made from the Board of Education budget, under no circumstances shall a written 

contract exist unless and until such contract is signed by a designated Board of Education 

official and the successful bidder.  No contract with a term in excess of 12 months shall 

be entered into without written approval from the controlling authority (Board of 

Selectmen or Board of Education). 

 VI.  Exemptions 

The Board of Selectmen or Board of Education may exempt any purchase from the 

requirements of this Policy upon a determination that such exemption would be due to an 

emergency or for any other proper reason.  Such determination must be made by a 

majority vote of the Board of Selectmen or Board of Education.  The resolution giving 

rise to such vote must affirmatively state the reason for the exemption.   

No affirmative vote by the Board of Selectmen or Board of Education to exempt a 

purchase hereunder shall be effective unless and until the Board of Finance, by a majority 

vote, approves the proposed exemption.  In the case of emergencies when full boards 

cannot be timely convened, the First Selectman or the Chairman of the Board of 

Education with approval from the Chairman of the Board of Finance can approve a 

purchase exemption under this Policy. 

Nothing in this Policy shall prevent the Town from entering into joint purchase 

agreements with other Towns, the State of Connecticut or another organization.   

The following purchases shall be exempt from the bid requirement provisions of this 

Policy without requiring a determination by the Board of Selectmen or Board of 

Education that such exemption is in the best interests of the Town: 

a) Purchases costing less than $1,000.00 in the aggregate from any supplier 

during any single fiscal year;  

b) Services of attorneys, physicians, architects, or other professionals, when 

the extent and cost of such services cannot be readily determined; 

c) Expenditures arising from goods or services provided or offered to be 

provided by the State of Connecticut under the State of Connecticut Town 

Aid Program or other State program.  Any State of Connecticut proposal 

accepted by the Town for the provision of goods or services under the 

State of Connecticut Town Aid Program or other State program may be 

made at applicable state-approved prices.  The Board of Selectmen and 

Board of Education, when contracting with the State, shall follow any 

applicable State bid procedure; 

d) Any purchase made through a State of Connecticut contract, including 

contracts administered by the Department of Administrative Services, or 

other buying consortiums such as MHE, US Cities, Sourcewells and TIPS; 
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e) A purchase of any item or service for which there is only one existing 

supplier or a single source vendor;  

f) Emergency purchases under $10,000.00 with the written approval of the 

controlling authority (Board of Selectmen or Board of Education); and 

g) Disaster-related purchases requested in advance in writing and approved 

in writing by the controlling authority (Board of Selectmen or Board of 

Education). 

VII.  Further Details 

A.  Assets 

On single items, especially equipment, there shall be a log for asset control.  The First 

Selectman’s Assistant will record less expensive items; Items over $5,000 will be 

listed as a Town asset.  This usually does not include operating supplies.   

B.  Pricing unknown 

In some cases, the exact price of goods or services is unknown.  For example, you 

may want to explore certain models at a showroom.  The best practice is:  once you 

select a model for purchase, you should make out an email request for the selected 

model with its exact price.  However, when that is not feasible or timely, you may 

send an email request with the description of the product or service needed and ask 

for its approval saying: “Not to exceed $xxx”.   

C.  In Budget Money  

All purchases must have funds in the operating account line to cover such expenses 

for goods or services.  Efforts to purchase above the budgeted line item require the 

CCA to consult with the First Selectman. 

D.  Credit Card Purchases (Store Cards): 

First obtain approval for the item(s) from the CCA.  The same procedures and amount 

categories apply to Credit Card Purchases as to the other categories listed above.  

Differences appear below. 

Obtain the Credit Card from the Bookkeeper for Town government or the Business 

Manager for the school.  The Bookkeeper may ask you to sign a log for the loan of 

the card.  Make the purchase at the store.  Return with the goods and pass the signed 

invoice or sales slip along with the credit Card to the Bookkeeper.  Payment will be 

made based on the billing policy of the store or credit card company from which the 

card was used.  
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E.  Who May Make Purchases 

The BoF assumes the CCA will themselves or designate one or more of their staff 

make purchases necessary and within the Cost Center budget to permit the smooth 

operation of that office and complete their mission.  Note, monitoring the people 

authorized to make purchases at a store or with a vendor is necessary. If an authorized 

person leaves the Town’s employment the store should be notified immediately to 

avoid misuse of that authorization. 

F.  Limits to A Bookkeeper’s Authority Concerning Contracts by Any Elected, 

Appointed, Salaried, Or Hourly Wage Employee.   

Neither the Bookkeeper, nor any CCA may enter into contracts without authorization 

by the overall governing authority for a Cost Center.  In all instances a contract, with 

negotiated terms, should be approved by the governing authority and documented in 

its minutes.  

G.  Questions of A Legal or Finance Nature 

The Board of Selectman and the Board of Finance pay for most Legal or Financial 

consultation.  For that reason, if legal review is needed or suggested, a request should 

be made to the First Selectman to engage the Town’s attorney.  If a financial question 

arises, a request should be made to the Chairman of the Board of Finance to engage 

the Town’s Auditor.  

The exception is the First Selectman may speak with the Auditor, and the Chairman 

of the Board of Finance may speak with Town council without the others’ approval. 

H.  Purchase Specification Development 

This policy provides that specifications be developed for complex technical needs, 

services or equipment.  The Cost Center authority should seek the consultation of the 

First Selectman when specifications for such a purchase of services or equipment are 

needed. This may require the services of the Town Engineers, Computer Tech 

Contractor, or other professional contractors as described and determined by the 

scope of the project.  

I.  Employee or Commission/Board Reimbursement 

1.  When to Use  

It is the intent of this policy that reimbursements are kept to a minimum.     

However, this may be used if a situation requires payment in advance, or for 

travel that cannot be planned or easily estimated. 

 

 



 

 

8 

8 

2.  Employee Request for Reimbursement 

A reimbursement or plans for travel, accommodations, or meetings must be 

authorized and signed for by the CCA.  Funds must be in the operating account. 

Receipts and records of mileage must be provided. 

3.  Reimbursement for Cost Center Head 

When the person requesting reimbursement is a CCA he/she needs authorization 

for reimbursement from the First Selectman. 

4. Reimbursement for the First Selectman or Chair of a Board, Committee, 

or Commission 

In this instance, the other members of the panel will approve reimbursement by 

vote of majority at their regularly scheduled meeting. In this vote the First 

Selectman or Chair shall have no vote.  In the event of a tie, the matter will be 

passed on with documentation to the Board of Finance for approval and a 

signature.  

5.  Documentation for a reimbursement 

A travel/reimbursement form must accompany a request for reimbursement. The 

form will include the reason for the reimbursement, mileage, and copies of all 

receipts.  This policy does not permit the reimbursement for Alcoholic Beverages. 

J.  YEAR END PURCHASES 

For year-end accounting purposes, all purchases should be made, goods or services 

received, invoice processed for payment and all paper work submitted to the 

Bookkeeper or Business Manager no later than the final Friday in September. The 

Bookkeeper will send around a reminder memo alerting CCA of this date in mid-

May.  Exceptions to this is for bills that we have received the material, but the invoice 

doesn’t come until the next month (e.g., utility bills). 

K.  Responsibilities 

Throughout the budget year it is the responsibility of the CCA to make certain the 

Bookkeeper is provided with invoices, approval for payment or other confirmation 

necessary to get your center’s invoices paid on time.  

It is not the responsibility of the Bookkeeper to track down what office made a 

purchase, and if items or services have been received. 

The First Selectman will be called upon by the Bookkeeper to address abuses of the 

policies and procedures listed herein.  The Selectman will apply pressure to assure 

that these procedures are adhered to by all Cost Centers.  The Board of Finance will 

have final authority to oversee compliance to this policy. 


