
CITY OF KENNESAW 
GEORGIA

ORDINANCE NO . 2018-19, 2018

ORDINANCE OF THE CITY OF KENNESAW REGARDING AN AMENDMENT TO 
CHAPTER 1 "GENERAL PROVISIONS," ARTICLE VI "FINANCE," 

SECTION 2- 155 "PURCHASES AND EXPENDITURES, PROCEDURE" 
OF THE CODE OF ORDINANCES

BE IT ORDAINED BY THE MAYOR AND COUNCIL OF THE CITY OF KENNESAW, 
COBB COUNTY, GEORGIA, AS FOLLOWS:

WHEREAS, the State of Georgia recently passed House Bill 489 in 2018 which was 
signed into law to become effective on July 1, 2018;

WHEREAS, the City through its Mayor and City Council hereby desire to amend its 
existing Purchasing Ordinance to conform with the requirements of State law; and

NOW THEREFORE BE IT ORDAINED BY THE MAYOR AND COUNCIL OF 
THE CITY OF KENNESAW, COBB COUNTY, GEORGIA, AS FOLLOWS:

Pursuant to the Official Charter of the City of Kennesaw, Section 2.11, the City of Kennesaw 
hereby amends Section 2-155 as follows:

Sec . 2-155 . - Purchases and expenditures, procedure.

( a) Non-budgeted purchases:

( 1) The City Council fully understands and identifies that every event cannot be foreseen , 
but the City Council also understand s that the budget is the basis for the City's
financial actions for each respectiv e fiscal year. As such, non­

budgeted purchases must be kept at a bare minimum, and must need to undergo the 

closest scrutiny to determine how necessary each non-budgeted purchase may be .

(2) When a department head detennines the necess i ty to purchase a non -budgeted 
operating or capital item s/he must justify this need to the City Manager. If 
the purchase i s deemed necessary, the budget will be amended or adju sted as set forth 
in se ction 2-145 to accommodate the non-budgeted purchase.

(3) The City Manager shall notify Mayor and Council of any non-budgeted 
capital purchase s s/he ha s authorized in excess of $5,000.00 at a regular meeting and 

shall obtain formal ratification of this action through a budget amendment from 
ma  yor and council.

(b) Budgeted purchase s:



(1) The city hereby establishes a centralized purchasing system where all

city purchases will be coordinated by the city manager's office subject to the 

regulations outlined herein.

(2) The City Manager shall be responsible for implementing and enforcing 

all purchasing rules and regulations and will maintain and distribute to all eligible 

vendors purchasing rules and regulations as may be written specifically for those 

vendors.

(3) The City Manager shall establish internal procedures for review of all proposed 

expenditures to be known as the encumbrance process. The encumbrance process 

shall have the effect of reserving city funds to cover authori  z ed purchases made 

within approved appropriations levels based on a modified accrual basis of 

accounting.

(c) The encumbrance process:

(1) It shall be the policy of the City that all purchasing be done in a competitive 

environment with qualified vendors being given a reasonable opportunity to do 
business with the City.

(2) In order to initiate a purchase, an employee must complete the city requisition form, 

sign it and forward it to their department head for approval. The completed requisition 

fonn must have the cost of each product or item noted on the form. If approved, the 

department head or designee shall sign the requisition form, identify and indicate the 

accounting code (budgeted line item) for this expense and forward it to the City 

Manager's office for processing. If the actual cost of the purchase is lower than that 

indicated, the correction will be made to the original purchase order by the finance 

division . Purchases over $3,000.00 shall require the specific approval of the City 
Manager.

(3) A purchase order shall be initiated; thus encumbering the specific line item 

appropriation to be charged with the transaction. In the event there are insufficient 

funds left within the cited accounting code (budgeted line item), the purchase order 

shall not be issued and the requisition form shall be returned to the respective 

department head .

( 4) In the event the cited accounting code (budgeted line item) does not have sufficient 

funds in it to allow the proposed purchase, the department head may either: (1) decide 

not to purchase the item until the next fiscal year, or (2) request that the city manager 

adjust the departmental budget, or (3) make the appropriate budget amendment as 

allowed under sect ion 2 -145. Resubmitting the requisition fo1m with a different 

accounting code is not pennitted. In order to maintain an accurate incremental budget 

process , purchases should be made against the appropriate accounting code, thus 

accurately identifying where reductions and increases in specific line items are 

warranted for future budget years.
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(d) Purchase orders:

(1) All purchases require department head or de  si gnee appro v al.

(2) Budgeted purchases of less than $150.00 shall not require a purchase order. 

However, such purchases shall be documented with proper evidence (ticket, invoice, 

receipt) and with specific approval of the purchase by the app licable department 

head. Said approval will also reflect assignment of the purchase to the appropriate 

departmental budget lin e item number. The invoice will be forwarded to the finance 

division for payment. Purchases made under this category are to be made on a 

competitive basis unless the City has an established purchasing contract with the 

applicable vendor.

(3) All budgeted purcha ses over $150.00 shall be accompanied by a purchase order. 

The purchase order must include a P.O. number, the name of the vendor, the name or 

a description of the item or service being purchased , and the actual or estimated cost 

of the item or service. Purchase orders for purchases less than $3,000.00 shall be 

made as field purchase orders within the department. (A field purchase order is one 

that is issued by an operating department and does not require executive review and 

approval.) Copies of field purchase orders must be forwarded to the finance division 

promptly after issuance for encumbrance purposes. Purchase orders for over 

$3,000  . 00 shall be obtained from the City manager's office after the purchase has 

been approved in the process described above.

(4) The finance department shall reject payment of any purchase over $150 .00 that does 

not include an authori ze d purchase order that exceeds budgetary limitations , or is not 

authorized by th e budget. Exceptions to this rule are routine purchases such as City's 

utility paym  ents, professional services rendered, or other purchases which may be of 

a like nature not otherwise limited herein.

(5) Bonafide emergencies as s et forth in word  ing und er subsection (f)(l) shall be an 

exception to the encumbrance process .

( e) Criteria for purchases and bids.

( 1) The following requirements for purchases and bidding shall be in effect.

Purchases less than $3 , 000. 00. Purchases less than $3,000.00 s hall be authorized by 

the respective department heads who are required to document in writing their efforts 

to obta  i n at least three written quotes or bids for each purcha  se. Documentation of 

competitive p1icing based on common specifications will be attached to the 

requisition and all associated paperwork, including the in voice.

Purchases between $3,000.00 and $24,999  .00. The department head, together with 

the city manager, sha  ll authorize purchases between $3,000  .00 and $24,999.00. All 

such purchases shall require infonnal (non-advertised, non-sealed) bids. Supporting
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bid documentation must be in written form and attached to purchase order. A 

minimum of three b ids must be obtained from qualifi ed vendors who regularly offer 

or carry the item s or services to be purchased.

Purchases ov  er $2 5,000  .00. An  y purchase in excess of $ 25 , 000 .00 shall be

approved/ awarded by the Mayor and City Council in a regu  lar or s pecial meeting, 

unless it is made under a Cobb Co unty, State, Federal G.S.A. negotiated 

contract purchasing system, or pursuant to O.C.G.A. § 36-69A-4  , as may be amended 

from time to time. Such purcha ses shall require formal competitive sea led bids, 

which shall be advertised in the Georgia Procurement Registry pursuant to O.C.G.A. 

36  - 80-26, and as ma  y be amended from time to time. However, any public works 

construction contract go verned b y O .C .G  .A. 36-91-22 sha ll be a dvertised both in the 

Georgia Procurement Registry as prescribed by O . C.G.A. 36 - 80-26, a nd as ma  y be

amended from time to time  , and be advertised in the county organ (pres ently, the

Marietta D ai l y Journal) at least one time no less than one week prior to the date and

the time of public bid opening, in accordance with State l aw. In addit  ion, the City 

shall make other reaso nable efforts to make qualifi ed vendors aware of 

the purchasing opportunity, including direct notific  ation of po tenti a l ve  ndors in the 

Kennesaw area. Purchas es in thi s category must be based on standa  rd specifications 

that allow maximum competition among qualified vendors whose products or 

serv  i ces meet established performance requirements .

(2) It is the policy of the city that an y purchase greater than $25,000.00 that binds the 

city by contract shall be approved/ awarded by the Mayor and Counci l in a regular or 

special called meeting .

(3) Add  i tionall y, following advertisement a nd time for bids, no item sha  ll be detennined 

a so le s ource purchase w ithout the approva  l of the C i ty Manager. In thi s case, t h e re 

must be full documentation of the lack of a competitive market s ubmitt  ed to the C it y 

Manager and/or Mayor and C it  y Counc  il , as app lic  able .

(4) It is the policy of the city th at the above purchasing limitations and authori  t y

guidelines be followed m all circumstances. Under n o circum stances

shou  ld purchas es be sp lit or divided to avoid es tabli shed bid limi ts.

(5) Upon not receiving any sealed bid  s following t wo l awfully advertised bid  s, and 

fo ll owing approval b y the M ayor a nd C ouncil , the City Man  ager sh a ll be authori z ed 

without additional advertisement to s eek and ob tain seal ed competitive b id s from at 

le  as t three vendors who commonl y deal in su ch supplie s, materi a ls, equipment or 

veh icl es. No purcha se i n excess of $2 5 ,00 0 .0 0 shall be authorized to be purchas ed in 

thi s method . Further, this polic y s hall not be applicable to public works projects, as 

defined by 0.   C. G .A. § 3 6 - 91 -1 , et seq . , a nd as may be amended from tim e to time .

C ITY OF KENNESAW 
ORDIN  ANCE NO. 20 18-19, 2018



(6) No contract shall be awarded to a bidder that is delinquent on any taxes, permit or 

license fees owed to the city; is in arrears on an existing contract with the city; or has 

failed to satisfy all liens against the bidder's property executed by the city.

(t) Emergency purchases.

(1) A bonafide emergency is a situation , which arises where it would seriously jeopardize 

the safety, health and welfare of the departmental mission or where it would 

otherwise adversely affect the work of the department to utilize 

normal purchases channels. The department head and / or City Manager will 

determine the existence of an emergency situation or condition. Department heads 

will not use the emergency purchase procedure to abuse or otherwise purposely 

circumvent the established purchasing procedures.

(2) Procedure: Purchase of goods, supp li es and materials is consummated and receipt 

obtained. A confirmation l etter from the department head explaining the nature of the 

emergency is prepared, with receipt and or other necessary paperwork attached and 

forwarded to the City Manager the next working day. The city manager shall report 

the emergency purchases to the Mayor and members of the City Council no later than 
the next regularly scheduled meeting.

(g) Local vendor preference policy.

(1) Because bids awarded to local vendors contribute to the City of Kennesaw tax base 

and promote the local economy, the City of Kennesaw Mayor and Council have 

determined that , under ce1iain circumstances, such local vendors shall be given 

preference when bidding against non-local vendors . A local vendor shall be defined 

as a vendor maintaining a physical presence within the city limits of the City of 

Kennesaw, including but not limited to the maintenance of one or more offices within 

the city limits and the continuous employment of not fewer than two persons at such 

office(s) for more than six months prior to the submission of a bid. The mere 

maintenance of a post office box within the City of Kennesaw shall not qualify a 

vendor to be local for purposes of this policy.

(2) For purchases or contracts under $100 , 000.00 where a local vendor's bid meets all 

specifications and is within five percent of the lowest responsive and responsible non­ 

local bidder, the City is authorized to negotiate with the local vendor(s) to match the 

lowest bid submitted by a non-local vendor. The lowest bidding local vendor shall be 

given one business day from the opening of such bids in which to notify the city 

manager or designee that it agrees to match the low bid submitted by any non-local 

vendor. If such local vendor shall not agree to match the low bid, then the next lowest 

local vendor within five percent, if any  , shall be given one business day therefrom to 

notify the City Manager or designee that it agrees to match the low bid submitted by 

any non-local vendor, and so on until all local vendors have had an opportunity to 

match the low bid.
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(3) To be eligible for consideration under this policy, bid s submitted by local vendors 

mu st meet all other terms , qu a lity, and conditions of the bid . Such preference shall 

not sacrifice quality.

(4) This preference sha ll not apply to road construction or public works projects 

otherwise governed b y Georgia Law or to the purchase of any other goods and/ or 

services for which preference is prohibited by Georgia Law .

(5) The local vendor preference policy shall be stated in all applicable solicitations for 

bids.

(Code 1986, § 3 - 1-20 ; Ord  . of 8 -1-8 8; Ord. of 1-7-91 ; Ord. No. 1998-04  , 6-1 - 98; Ord . No. 2001 - 

05 , § 1, 5-7-01 ; Ord. No. 2001-19 , 8 - 20-01; Ord. No. 2007 -33, 11-5-07; Ord. No. 2007 -36 , Exh. 

A, 12-3-07; Ord . No . 2016-16 , § 1, 6-20-16)

SECTION 1. BE IT ORDAINED that all ordinances, parts of ordinances, or regulations in 

conflict herewith are repealed as of the effective date of this ordinance.

SECTION 2 . BE IT FURTHER ORDAINED that should any sec tion of this ordinance be 

declared invalid or unconstitutional by any court of competent jurisdiction, s uch declaration shall 

not affect the validity of the ordinance as a whole or any part thereof which is not specifically 

declared to be invali d or unconstitutional.

SECTION 3. BE IT FURTHER ORDAINED that this ordinance shall become effecti ve 

immediately from and after its adoption and execution by the Mayor, pursuant to Section 2.11 of 

the City Charter of the City of Kennesaw.

PASSED AND ADOPTED by the Kennesaw City Council on this~ day of August, 20 18 .

ATTEST:

Debra Tay  lor, Cit
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