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Welcome to the Fiscal Year 2026 Edition
The City of Fresno Purchasing Handbook has been comprehensively updated for 
fiscal year 2026 to align with the Fresno Municipal Code, Charter provisions, 
applicable Administrative Orders, and current best practices in public 
procurement.

This edition incorporates enhancements, including deployment of the Purchasing 
Central Teams Channel, clarified requirements for cooperative purchases and 
piggybacks, and strengthened contract and vendor management procedures.

The goal of this Handbook is to provide all City employees with a clear, 
consistent, and practical framework for conducting procurement activities that are 
compliant, transparent, efficient, and supportive of the City’s operational needs.

All employees involved in purchasing activities are expected to familiarize 
themselves with this Handbook and follow the procedures outlined herein. 
Questions regarding procurement procedures should be directed to the 
Purchasing Division.
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Term Description/Definition

Bidder Each person or other entity submitting a bid whether or not such person or 
entity shall become a Seller by virtue of award of a contract.

Cal Card The City’s purchase card, to make small dollar, non-repetitive purchase of 
materials, parts, and supplies for their immediate needs

CAO City Attorney's Office

City References to "City" mean the City of Fresno

CMO City Manager's Office

Construction 
Management

A Division within the Capital Projects Department who manage 
construction contracts

Contractor Bidder (prime contractor) who bids on projects, typically public work of 
improvement projects

Council References to "Council" refer to the City of Fresno's Council

DBE Disadvantaged Business Enterprise Program

Department
Division Refers to the various departments and divisions within the City of Fresno

EPO Emergency Purchase Order

Formal Bid Sealed bid whose value is anticipated to be over the Formal Bid Limit.

Formal Bid Limit Annually adjusted threshold at which bidding is conducted as specified 
under the Charter.

Informal Bid Bid whose value is anticipated to be under the Formal Bid Limit.

“Open” PO
A Purchase Order without competitive bidding for small purchases, with 
progress payments.  Limited to $10,000 per vendor, per fiscal year, per 
division

Piggyback/Cooperative 
Purchase Agreement

Using a contract from another government agency to obtain a product or 
service without using the City’s bidding process.

PO Purchase Order

Pre-bid Meeting For a bid – Conference prior to the bid due date with prospective bidders, 
department project manager, and Procurement Specialist. 

July 2025
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Term Description/Definition

Pre-proposal Meeting For an RFP - Conference prior to the proposal due date with prospective proposers, 
department project manager, and Procurement Specialist. 

Procurement Specialist The Procurement Specialist is the "buyer" in the Purchasing Division

Proposal A proposer's response to a Request for Proposals

Proposer A person or company who submits a response to a Request for Proposals

Requirements Contract Annual contract with a supplier/vendor put in place through Purchasing, 
allowing direct contract from Unit to Supplier.

Responsible Bid A bid from a bidder who is able to perform the work, qualifications, 
financially, or otherwise

Responsive Bid A bid that meets all requirements as listed in the specifications

RFI Request for Information

RFP Request for Proposals

RFQ Request for Quotes, for one-time informal product purchases

RFQual Request for Qualifications for professional services. This is a decentralized 
process, as detailed in Administrative Order 6-19

RLS Request for Legal Services 

Site Visit or Site Walk

For bids and RFPs, attendees include prospective bidders/proposers, the 
department staff, and the Procurement Specialist. Is an opportunity for 
department to show bidders/proposers the physical site of the project.  
Takes place prior to the bid opening.

SLBE Small Local Business Enterprise

Sole Source Procurement of products and equipment which is only available from a 
single manufacturer or source.

Specifications or "Specs"
The packet posted on Planet Bids, detailing the project or procurement, including bid 
opening information, required forms, bid item list, explanation of bid items, and 
technical specifications

Staff Determination
The posting created and published by the Purchasing Division listing the 
anticipated award information for all bids and RFPs (professional services 
are not included)

Working Day Refers to a regular business day (does not include City-observed holidays or 
weekends)
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Applicability of California Public Contract Code
&

Work of Improvement Definition 

Fresno Municipal Code, Chapter 4, Article 1, Sec. 4-114 & 4-115

Per the FMC, provisions of the California Public Contract Code shall not be 
applicable to the City, in whole or in part, except as expressly provided by ordinance 
or incorporated in the City’s bid specifications or contracts.

"Work of improvement" shall mean the construction, reconstruction, erection,
improvement, installation, alteration, renovation, addition to, restoration, repair,
painting or repainting, laying of carpet, demolition or removal, in whole or in part, of
any building, road, curb, gutter, sidewalk, fence, railroad, bridge, drain, ditch, canal,
dam, tunnel, sanitary sewer, storm sewer, water system, well, traffic signs, traffic
signals, street lighting system, parking lot, park, playground, and all other facilities. It
also means the seeding, sodding, or planting of any lot or tract of land for
landscaping purposes, and the excavation, filling, leveling, or grading of any lot or
tract of land. Notwithstanding the foregoing, "work of improvement" shall not mean or
include any of the following:

1. Maintenance work.

2. Work performed during the design and preconstruction phases of construction
including, but not limited to, inspection and land surveying work.

This definition is used by the City and may differ from special funding (state, federal,
etc.) definitions. If using special funds, follow the funding source definition. 
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Public Work of Improvement Definition 

Fresno Municipal Code, Chapter 4, Article 1, Sec. 4-115

“Public Work of Improvement” shall mean that portion of a work of improvement
contracted for by the city, paid for in whole or in part with city funds or with financing
to be retired with city funds, and that is or is to be owned by the city or that may be
owned by the city subject to its exercise of a purchase option; provided that, for any
capital lease or contract subject to a purchase option, if such lease or contract were
fully performed by the city, and the option exercised in the case of the contract, the
net present value of the respective lease or contract would total an amount greater
than two million dollars ($2,000,000). For purposes of this subsection, "fully
performed" shall mean that the option is exercised at the end of the option period,
but prior to its expiration. Notwithstanding the foregoing, "public work of
improvement" shall not mean or include any of the following:

1. A work of improvement constructed by persons or entities other than the city as a
condition of regulatory or permit approval of an otherwise private development
project.

2. Pursuant to a lease or license of property or facilities owned by the city, a work of
improvement constructed thereon by a licensed contractor hired and paid for directly
by the tenant or licensee, notwithstanding any provision for rent credits or waiver, in
part or in whole, of any fees or costs; provided the work of improvement is required
by the respective tenant or licensee for his/her use of the property or facilities.

3. A work of improvement in a redevelopment project area constructed by persons or
entities other than the city as a condition of entering into an agreement with the
Redevelopment Agency of the City of Fresno for significant redevelopment, in
addition to the work of improvement, in a redevelopment project area.

This definition is used by the City and may differ from special funding (state, federal, 
etc.) definitions. If using special funds, follow the funding source definition. 

July 2025
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Authority for this Purchasing Handbook is provided by and detailed in the City’s 
Administrative Order 3-1.
This living handbook has been developed to give you, the user, information needed to 
make the best decisions when carrying out procurement activities. It provides a 
resource of purchasing and contracting standards and best practices. The processes 
and practices are aligned with the City of Fresno’s Municipal Code (FMC) and City 
Charter, as well as the administrative regulations set forth by our executive 
leadership.
This handbook provides guidance on procurement for goods, services, and public 
work of improvement construction projects.
This handbook is not representative of the process for procurements using federal or 
other special funding, which will be addressed in supplemental handbooks.
Purchasing Authority
As per the FMC Chapter 4 Article 1, the City’s Purchasing Manager, under the 
supervision and direction of the City Manager is the officer in charge of the 
purchasing function and shall have general charge of purchases of materials, 
supplies, equipment, services, and/or public works construction for the use of all 
departments and branches of the City government, except where otherwise provided 
by state law or the FMC. 
Every contract involving an expenditure of city moneys of more than the current 
Formal Bid Limit, for materials, supplies, equipment or for any public work of 
improvement, shall be awarded to the lowest responsive and responsible bidder. 
Contracts for services are awarded to the proposal that provides the best value to the 
City.
Annual Adjustment to Formal Competitive Bid Limit
In July of each year, the Purchasing Manager shall be responsible for adjusting the 
Formal Bid Limit to the nearest whole thousand dollars based on changes in the 
Consumer Price Index for all materials, supplies, equipment, or for any public work of 
improvement. The new Formal Bid Limit is communicated via tray memo to all 
departments by the Purchasing Manager every July.

The Purpose of this Handbook
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City departments determine their 
operational needs, and the 
Purchasing Division identifies the 
most effective and expeditious 
procurement to meet these needs. 

Answering the Big 5
1. Who?
2. What?
3. Where?
4. Why?
5. How much or how often?

These basic questions need to be 
answered by the City department to 
ensure the correct procurement 
process is followed.  

The answers to the “Big 5” will be 
used by the department to develop 
the procurement scope. This scope 
is crucial because it serves as the 
baseline and the foundation for the 
resulting agreement. 

All procurements must start with a 
requisition in the financial system, 
which must be submitted and 
approved electronically by the 
requesting department before it 
becomes available to the Purchasing 
Division.

23July 2025
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Limits Process Notes
$2,500 Cal Card (Visa) Cardholder makes purchase with Visa

Up to $5,000 Direct Invoice Purchasing not involved

Up to $10,000 Open Purchase Order Department may request an “Open” PO, which expires at the end of the fiscal year, for multiple 
small purchases. Only one “Open” PO per vendor per FY.

Products, Supplies, Equipment
Up to $50,000 Three Competitive Quotes For simple, informal, product purchases the department may obtain 3 competitive quotes

Up to the Formal Bid Limit Informal Bid Once Purchasing receives specifications, 2-3 weeks from bidding to award by Purchasing

Up to the Formal Bid Limit Informal Requirements
Contract Once Purchasing receives specifications, 3-4 weeks from bidding to award by Purchasing

Over the Formal Bid Limit Formal Bid or 
Formal Requirements Contract

Once Purchasing receives specifications, 2 months from bidding to award by Council, Includes: 
Purchasing review, posting period, Department evaluation, and Council award

Public Work of Improvement

Up to the Formal Bid Limit Informal Bid* Once Purchasing receives specifications, 5-6 weeks from bidding to award by Purchasing, 
Includes: site walk, 5 days for Department evaluation, insurance, and bonds

Over the Formal Bid Limit Formal Bid Once Purchasing receives specifications, 2-3 months from bidding to award by Council, 
Includes: Purchasing review, Department evaluation, and Council award

Services – Non-Professional

Up to $100,000 Informal RFP or 
Three Competitive Quotes

Once Purchasing receives RFP documents, 6 weeks from bidding to award, Committee 
meeting/recommendation OR For simple informal services, the department may obtain 3 
competitive quotes

Over $100,000 Formal RFP
Once Purchasing receives RFP documents, 2-3 months from bidding to award by Council, 
Includes: Purchasing, CAO, Risk review, Committee meeting/recommendation, and Council 
award

Services – Professional
All contract amounts Follow AO 6-19 Department manages

Table Updated 07/01/2025 – ALL TIMELINES PROVIDED ARE ESTIMATED AND MAY VARY BASED ON PROJECT NEEDS AND REQUIREMENTS
July 2025

*For simple, non-complex public work of improvement projects under $50,000, seek Purchasing guidance before initiating any procurement processes.

Procurement Overview
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Limits Process Notes
Sole Source - Products

Up to $50,000 Sole Source Request Department may request sole source procurement by providing justification to 
Procurement Specialist

Over $50,000 and up to the 
Formal Bid Limit Sole Source Memo Department may request sole source – memo to Purchasing Manager

Over the Formal Bid Limit Sole Source 
Resolution Department may request sole source – Resolution & Council approval required

Uniquely Qualified - Services

Up to $100,000 Uniquely Qualified 
Memo Department may request Uniquely Qualified finding – memo to City Manager required

Over $100,000 Uniquely Qualified 
Memo

Department may request Uniquely Qualified finding – memo to City Manager & 
subsequent Council approval required

Piggyback/Cooperative Purchase Agreement

Up to the Formal Bid Limit Purchase Order Department must receive Purchasing approval

Over the Formal Bid Limit Purchase Order Department must receive Purchasing approval and subsequent Council approval 
required

Emergency Purchases
Up to $50,000 Emergency PO Department to request EPO providing justification to Procurement Specialist

Over $50,000 and up to the 
Formal Bid Limit Emergency PO Department to request EPO providing justification to Purchasing Manager

Over the Formal Bid Limit Emergency PO Department must obtain Council approval

Procurement Overview (Continued)

Table Updated 07/01/2025 – ALL TIMELINES PROVIDED ARE ESTIMATED AND MAY VARY BASED ON PROJECT NEEDS AND REQUIREMENTS
July 2025
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Products, materials, supplies, 
or equipment (cost is greater 

than 50% of total 
procurement)

Up to $5,000

Direct Payment

“Open” Purchase 
Order

$5,000 - $10,000

“Open” Purchase 
Order

Three Competitive 
Quotes

Informal Bid

$10,000 - $50,000

Three Competitive 
Quotes

Informal Bid

Informal Bid 
Requirements 

Contract (repetitive 
purchases)

Up to the Formal 
Bid Limit

Informal Bid

Informal Bid 
Requirements 

Contract (repetitive 
purchases)

Over the Formal 
Bid Limit

Formal Bid

Formal Bid 
Requirements 

Contract (repetitive 
purchases)

July 2025
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Public Work of 
Improvement

Up to the Formal Bid 
Limit

Informal Bid*

Over the Formal Bid 
Limit

Formal Bid

Services (cost is greater than 
50% of total procurement)

Non-professional 
services

Up to $100,000

Informal Request for 
Proposals (RFP)

Informal Request for 
Proposals 

Requirements 
Contract

Three Competitive 
Quotes

Over $100,000

Formal Request for 
Proposals

Formal Request for 
Proposals 

Requirements 
Contract

Professional 
Services

Decentralized, Follow 
the process as outlined 
in Administrative Order 

6-19

Request for 
Proposals (RFP) 
(cost included)

Request for 
Qualifications 

(RFQual) (cost not 
usually included)

Decision Tree (Continued)

July 2025

*For simple, non-complex 
public work of improvement 
projects under $50,000, seek 
Purchasing guidance before 
initiating any procurement 
processes.
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Review Type When to Use: Required Attachments:

(QUOT) THREE COMPETITIVE 
QUOTES

When buying directly from competitive quotes, 
for purchases under $50,000.

3 Quotes must be attached (unless the use of fewer 
quotes was approved by the Purchasing Manager), 

Quotes must be competitive (for same quantities and 
same items),  Total requisition amount must match 

total quote amount

(OPEN) OPEN PO: $10,000 LIMIT

For one-time purchases under $10,000, 
Purchasing can approve only one Open PO per 
Fiscal Year, per Department, per Vendor (not to 

exceed $10,000 annually).

Vendor quote or cost estimate

(EMER) EMERGENCY

For unforeseen emergency purchases, Must be 
justified and documented, must be approved by 

the Purchasing Division before work is completed 
or materials are procured, (Refer to page 35 for 

additional details)

Emergency justification form with detailed information 
about the situation causing it to be an emergency or 
urgent need, must meet requirements outlined on 

page 35.

(RC) REQUIREMENTS CONTRACT For purchases related to a previously awarded 
Requirements Contract.

Vendor quote, signed agreement, requisition must 
reference the contract number on each line.

(FOR) FORMAL BID For purchase related to a previously awarded 
Formal Bid, awarded by the City Council. Signed agreement and Council approval

(INF) INFORMAL BID For purchases related to a previously awarded 
Informal Bid. Signed Bid Evaluation, Bidder's Proposal
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Review Type When to Use: Required Attachments:

(PB) PIGGYBACK When “Piggybacking” on another agency’s 
competitively awarded contract.

Original government contract, Original RFP/Bid/ITB, Other 
award documents or advertisements, Permission to piggyback 

(from the Purchasing Manager), Vendor quote

(COOP) COOPERATIVE 
PURCHASE

When purchasing through a competitively 
awarded contract from another public agency 

or cooperative (e.g., Sourcewell, OMNIA).

Original government contract, Original RFP/Bid/ITB, Other 
award documents or advertisements, Permission to piggyback 

(from the Purchasing Manager), Vendor quote

(PROF) PROFESSIONAL 
SERVICES

When procuring services requiring specialized 
knowledge (e.g., RFQ/SOQ for legal, 

engineering, consulting, etc.)

Executed agreement, Vendor's proposal, City Manager's 
written approval

(SOLE) SOLE SOURCE
When only one vendor is capable of providing 
the needed materials.  For product purchases 

only.

Sole Source justification if under $50,000, Sole Source Memo 
if above $50,000, Signed Resolution if above Formal Bid Limit, 

Council approval if above Formal Bid Limit, Vendor quote

(UNQF) UNIQUELY QUALIFIED
When vendor has qualifications or expertise 

that make them uniquely suited for the needed 
services.

Uniquely Qualified Memo approved by the City Manager, 
Vendor quote, signed agreement. If agreement is signed by 
anyone other than the City Manager, proof of delegation of 

authority must also be attached.

(JOC) JOB ORDER 
CONTRACTING

For purchases related to a previously awarded 
JOC contract for construction, repairs, or 

renovations.

Task order or work order, if converting to PO - must reference 
JOC Contract number on each line.

(EASE) EASEMENT 
ACQUISITION

When acquiring easements for public 
infrastructure, utilities, or access purposes.

City Manager approval, Appraisal information, Agreement or 
deed, Supporting correspondence, Property map or legal 

description of property.
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An “Open” Purchase Order is a PO which has been issued to a vendor, against which specified purchases may be made for a 
specified period of time. It is a PO without competitive bidding for small purchases with progress payments. 
The City of Fresno uses “Open” Purchase Orders under $10,000 for low-cost items that are difficult to bid.  “Open” Purchase 
Orders are not to be used for repetitive purchases that would be better facilitated by the use of a Requirements Contract.
“Open” Purchase Orders cannot be used if restricted by funding source (i.e., FTA).

The “Open” PO 
must be less 

than or equal to 
$10,000.

Numerous 
Open POs will 

not be issued to 
the same 

vendor in the 
same fiscal year 

for the same 
division.The Requisition will be converted 

to a PO. “Open” POs expire at 
the end of the fiscal year (June 
30) and cannot be rolled to the 

new fiscal year.

The PO will be issued to the 
customer department for use 

throughout the fiscal year. 
Purchasing will automatically close 
the PO at the end of the fiscal year, 

regardless of any remaining amount.

The customer department will 
submit an electronic requisition 

through the financial system

Purchasing will receive and 
review the requisition to ensure 
the $10,000 limit has not been 

exceeded and that an “Open” PO 
is appropriate for the requested 

purchase

HOW IT WORKS

START

END

July 2025
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Public work of improvement (PWI) projects below $50,000 may be awarded using informal procurement methods including:

However, prior approval must be obtained from the Purchasing Manager before pursuing these methods, aside from the informal 
bid. Departments are not permitted to solicit quotes, execute agreements, or otherwise commit to a procurement method without 
this approval. Refer to page 33 for competitive quote requirements.
Prevailing Wage Requirements
All PWI projects exceeding $1,000 are subject to California prevailing wage requirements under California Labor Code Section 
1720. Departments must ensure the Contractor and all listed subcontractors are registered with the California Department of 
Industrial Relations (DIR) prior to award.
Certified payrolls must be collected and monitored in accordance with DIR regulations. The Purchasing Division does not monitor 
certified payroll compliance. This responsibility lies with the awarding department.
Bonding Requirements
For all PWI projects a Payment Bond equal to 100% of the contract amount is required for contracts over $25,000. A Performance 
Bond may also be required depending on project complexity and risk. Consult with the Purchasing Division for determination.
Notice to Proceed (NTP) and Contract Execution
A Notice to Proceed must not be issued until the contract/agreement is fully executed, all required insurance certificates are 
received and approved by Risk Management, required payment and/or performance bonds are received and approved.
Departments must not authorize work to begin prior to receiving formal notice from Purchasing that all requirements have been 
satisfied.
Debarred Contractors: Departments must verify that contractors are not debarred or ineligible to perform public work of 
improvement projects.

Informal Public Work of Improvement Projects

Competitive Quotes Cooperative Purchase Agreements

Informal Bidding Piggyback Agreements

Sole Source Justification Job Order Contracting





EMERGENCY PURCHASES
Reference AO 3-1 and the Purchasing Handbook

Up to $50,000

STEP 1B

Procurement Specialist will conduct a 
thorough review of the Emergency justification 

to determine if the request qualifies as an 
emergency.

STEP 1A

Department will submit a requisition in Tyler 
Munis with supporting justification 

attached.  Examples of supporting justification 
for Emergency Purchases include: Quotes, 

Emails, Accident Reports, etc.

Above the Formal Bid Limit

Yes

No

 Procurement 
Specialist will issue a 
PO to the department.

Procurement Specialist will "Reject" the 
requisition in Tyler Munis, requesting 

additional information from the customer 
department for review.  

Department will be notified via 
automated email from Tyler Munis.

Back to STEP 1A

STEP 3A

Customer department shall work with CAO to 
prepare an Emergency Resolution (Urgent 

Necessity) and Staff Report for Council's review 
and approval.

Yes No

STEP 3B

It is the department's responsibility to obtain 
approval of the Staff Report from CAO, and to 

upload all documents into Granicus for the Council 
agenda.

Above $50,000 and up to the 
Formal Bid Limit

STEP 2B

The Specialist will conduct a thorough review and 
forward the requisition to the Purchasing Manager 

for review and approval.

Yes No

Purchasing Manager will 
approve the requisition and 

notify the Procurement 
Specialist.  

The Procurement Specialist 
will proceed to issue PO to the 

department.

Back to STEP 2A
The designated Procurement 

Specilaist will review the 
justification to ensure Council's 

approval was granted.  Specialist 
will then convert the Tyler 

requisition into a PO and send to 
department.

Purchasing Manager will "Reject" the 
requisition in Tyler Munis, requesting 

additional information from the customer 
department for review.  

Department will be notified via 
automated email from Tyler Munis.

All Emergency Purchases must be approved by the 
Purchasing Division prior to the procurement of goods or services.

Risk Management must be contacted immediately for 
updated insurance requirements.

It is the department's responsibility to ensure insurance compliance 
through Risk Managment prior to any work commencing.

STEP 2A

Department will submit a requisition in Tyler 
Munis with supporting justification 

attached.  Examples of supporting justification 
for Emergency Purchases include: Quotes, 

Emails, Accident Reports, etc.

STEP 3C

Department will submit a 
requisition in Tyler Munis with 

supporting justification 
attached.  Examples of 

supporting justification for 
Emergency Purchases include: 

Quotes, Emails, Accident 
Reports, Council approvals, etc.

Request denied, no further 
action required.  Department 
may consult with designated 

Procurement Specialist to 
review additional 

procurement options.

Approved by 
Procurement 
Specialist? Approved by 

Purchasing 
Manager?

Approved by 
Council?

The department must collect insurance documents and submit to Risk along with an Insurance 
Review form. Risk will route the documents through their CTrax program. It is the department's 

responsibility to obtain insurance and ensure Risk has reviewed and approved.
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Citywide Contract List
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Tyler Contract# Contract Description Vendor Tyler Munis Vendor #
9621 Citywide Office Supplies Office Depot 10314
9667 Citywide Grainger Piggyback Grainger 10430
9668 Citywide Shredding & Storage Services Pacific Shredding 13287
9669 Citywide Custodial Services ScrubCan, Inc. 13095
9670 Citywide Toilet & Handwashing Station Rentals Knight's Site Services 12700
9678 Citywide Home Depot Home Depot 10293
9680 Citywide Graybar Requirements Contract Graybar Electric Company Inc 10395
9686 Citywide Security Services Universal Protection Service dba Allied Universal 24714
9694 Citywide Uniforms, Laundry Service, Linen, and Dust Vestis 11334

10444 Citywide PG&E Payments PG&E 10444
9666-1 Citywide Furniture Contract Tangram 12239
9666-2 Citywide Furniture Contract Core Business Interiors 12065
9666-3 Citywide Furniture Contract Facility Designs 22393
9675-1 Citywide Radio Purchases Vincent Communications Inc 10077
9675-2 Citywide Radio Purchases Cook’s Communication Corp 10307
9675-3 Citywide Radio Purchases J’s Communication Inc. 10297
9675-5 Citywide Radio Purchases Fresno Mobile Radio Inc. 23993
9678-1 Citywide Home Depot Pro, HD Supply, SupplyWorks Home Depot Pro Institutional, The 12575

32300235 Professional Translation & Interpretation Services Lazar Translating & Interpreting 21194
32300242 Professional Translation & Interpretation Services Hanna Interpreting Services 21193
32300243 Professional Translation & Interpretation Services Focus Language International 21192
32300361 Professional Translation & Interpretation Services Deaf & Hard of Hearing Serv Ctr 10983

32400140-1 Professional Translation & Interpretation Services Voyce, Inc. 21197
Future Citywide Gordian JOC Services Future Citywide N/A
Future Citywide Amazon Purchases Future Citywide N/A
Future Citywide Pest Control Future Citywide N/A
Future Citywide Elevator Maintenance Services Future Citywide N/A
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All procurement requests sent to the Purchasing Division must begin as a requisition in the City’s financial system. Currently, the 
requisition number is used as the RFP/RFQ/RFQual file number.

Administrative Orders 6-19 Contracts for Consultant Services and 6-28 Nonprofessional Service Contracts are relevant to the 
procurement of services. 

The Request for Proposals (RFP) process is used for professional and non-professional services when pricing information is 
being requested with the proposal responses. The Request for Qualifications (RFQ/RFQual) process is used for professional 
services when award is based on a provider’s qualifications alone and cost or pricing information is usually not requested at the 
time of proposal submittals.  There are special instances where pricing is submitted with responses to an RFQual, but the 
pricing is sealed separately and not opened until the end of the evaluation process.

All RFP and RFQual solicitations must be reviewed and approved by the City Attorney’s Office and Risk Management Division 
prior to publishing.  For non-professional services, the Purchasing Division will obtain CAO and Risk approval of the RFP 
documents after Purchasing has completed their review.  For professional services, the department is responsible for obtaining 
CAO and Risk approval of the RFP or RFQual documents prior to submitting a requisition.  

The Purchasing Division publishes the Notice Inviting Proposals or Notice Inviting Qualifications in the Business Journal for all 
service contracts expected to exceed $50,000.

All contracts for services exceeding $100,000 must be approved by the City Council. 

The awards for both RFP and RFQual are based on best value for the City, rather than pricing alone. Evaluation criteria must be 
clearly set forth in the RFP and RFQual and may include community benefits, local employment, experience, qualifications, 
ability to meet requirements, financial stability, past performance, etc. 

All executed service agreements must be added to the City’s financial system via a requisition submitted by the department 
prior to any requests for payment. Contracts in the financial system are not required to be encumbered.
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Section 8: Solicitation Guidelines
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After the public bid opening, the Procurement Specialist evaluates all bids and proposals received for the procurement and 
sends the evaluation documents to the customer department. The Specialist will notify the department if there are any issues 
or concerns with any of the bids or proposals received.

For procurements under the Formal Bid Limit: 
The department must thoroughly review all bids and proposals to ensure compliance with technical requirements. Once 
completed, the department project manager, Assistant Director, or Director must sign the evaluation. The department will then 
send the evaluation back to the Specialist. The Specialist then routes the evaluation to the DBE Coordinator (if applicable).
Once fully signed, the Specialist will send a Notice of Award to the bidder/proposer and complete the requisition process in the 
financial system.

For procurements over the Formal Bid Limit:
The department must thoroughly review all bids and proposals to ensure compliance with technical requirements. Once 
completed, the department Assistant Director or Director must sign the evaluation. The department will then send back to the 
Specialist the evaluation, the desired council date, and a copy of the Staff Report. For RFPs, a Selection Committee Report 
must also accompany the evaluation.
The Specialist then routes the evaluation to the DBE Coordinator (if applicable) and subsequently to the Purchasing Manager.
After the Purchasing Manager signs the evaluation and approves of the Staff Report, they will forward it to the Director of the 
General Services Department. Upon the GSD Director’s approval, the Purchasing Manager will send the evaluation to the City 
Manager for final approval.
Once approved by the City Manager, the Purchasing Division will publish a public notice called the Staff Determination on the 
City’s website. This notice, which informs the public of the City’s intended awardees, must be published at least 5 working 
days before to the requested Council date.
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Local Preference (Continued)

The rate of local preference is calculated on the non-local bid and the resulting amount is added to the non-local bid.  If the 
local bid is lower after the calculation, award may be made to the local bidder.  If after the application of the preference, the 
local bid remains higher than the non-local bid, award shall be made to the non-local bidder.

Example:
Bidder 1 bids $489,871.00 but they are not local.

Bidder 2 bids $503,500.00, they are local, and they have submitted the local preference certification form with their bid.

$489,871 x 5% = $24,493.55; $489,871 + $24,493.55 = $514,364.55

This means the local bidder (Bidder 2) is now the low bidder.

Below is an example of how local preference will be noted on the bid evaluation document from Purchasing:
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The City of Fresno provides due process to all bidders. Please reference Resolution 2003-129 for further information.

NOTE: Resolution 2003-129 only applies to procurements for products, equipment, and materials exceeding the 
Formal Bid Limit. It does not apply to procurements for services.

For procurements exceeding the Formal Bid Limit, at least five (5) working days prior to award, or as stated in the 
specifications, a Purchasing staff member shall post the Staff Determination for award on the City’s website and make 
available in person at the General Services Department’s front desk. If any bidder is bypassed for award for being 
nonresponsive to the specifications or a non-responsible bidder, the bypassed bidder shall be notified in writing at least five (5) 
working days prior to the Council meeting of the reasons for being considered nonresponsive or non-responsible and given the 
opportunity to appeal the Staff Determination.

Once the Staff Determination has been posted on the City’s website, the bidder has five (5) working days to submit an appeal 
in writing to the Purchasing Manager or their designee. To view the most current Staff Determination, Go to www.fresno.gov 
Departments, General Services, Purchasing, and click Anticipated Formal Bid Award.

https://www.fresno.gov/generalservices/purchasing/

If an appeal is filed within the deadline and deemed acceptable by the City based on the current Appeal Resolution, it shall be 
heard in accordance with the procedures of that Resolution. When an appeal is received and accepted, the appellants and the 
non-appellants will be informed of the date, place and time of the appeal hearing. The Purchasing Division will notify the client 
division and invite a client representative to attend the appeal hearing. Should the appeal hearing result in a different 
determination of the lowest responsive and responsible bidder, it will be necessary to post the new staff determination for five 
(5) working days before an award is made.
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Section 9: Sole Source & 
Uniquely Qualified
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In the event that there is a service provider with unique skills, experience, fitness, familiarity or other factors enabling it to 
perform the proposed services, a uniquely qualified finding may be used.

A uniquely qualified service provider does not have to be the sole provider of the services for the particular project but must 
provide qualification(s) which other service providers lack making the service provider the best option for the City.

All uniquely qualified requests must be approved by the City Manager. The department is required to write a memo to the 
City Manager outlining the unique qualifications of the provider. Upon City Manager approval, if the request exceeds 
$100,000 subsequent Council approval is also required.

After all necessary approvals are received, the department is required to draft and execute a professional service 
agreement. Once executed, departments must submit a requisition in the financial system, with all supporting documents 
attached, to create a contract for payment and tracking purposes. 

The Purchasing Division is not involved in generating the memo or any approval processes of uniquely qualified 
procurements. However, Purchasing can provide memo examples and is available to assist with document review if 
requested.

Examples of approved Uniquely Qualified memos can be found on Purchasing Central.
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Section 10: Staff Reports
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Staff Reports
All Staff Reports for sole source requests, piggyback/cooperative purchase agreements, bids, and Requests for Proposals 
must be reviewed and approved by the Purchasing Manager before it is sent to the City Attorney’s Office or uploaded into 
Granicus. The exception is professional services, which is decentralized (per AO 6-19) and does not require Purchasing 
Division approval. It is the department’s responsibility to enter items into Granicus following the “Reports to Council Process 
Due Dates” timetable deadlines provided by the City Manager’s Office.
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Section 11: Bonds & Insurance
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According to AO 2-1: “The Risk Management Division is charged with the responsibility of safeguarding the City’s financial 
interest and minimizing the adverse effects of accidental losses through the inclusion of the City’s standard indemnification 
and insurance provisions to all contracts to which the City is a party. Deviations from the standardized language must be 
approved by Risk Management prior to the execution of any contract with a third party. 

All contracts, RFPs, RFQs, Cooperative Purchase Agreements, etc. must be sent to Contracts@fresno.gov for review and 
approval of indemnity and insurance requirements. The documents must be accompanied by a Contract Review Request 
form and the standard review time is 5-7 business days, exceptions to the timeline can be made for extenuating 
circumstances. 

Risk Management uses an automated insurance certificate review software to review and track insurance documents. To 
submit insurance documents for review, the completed Insurance Review form, contract, and vendor/contractor insurance 
must be submitted electronically to: submitinsurance@fresno.gov
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Section 13: Contracts
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Contract Change Orders & Amendments
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Contract Change Order Amendment to an Agreement

Used for minor changes to a contract, 
typically related to scope, quantity, or pricing.

Used for substantive changes to the terms 
or conditions of a previously signed 

agreement.

Common with Requirements Contracts or 
construction contracts.

Common in agreements for professional 
services.

Does not require a full re-signing of the 
original agreement.

Requires formal documentation and a re-
signing of the agreement by both parties.

Processed through a Change Order Form, the 
Purchasing Division can assist.

Requires a written Amendment that 
references the original agreement, City 

Attorney’s Office can assist.

Must attach to Tyler the Contract Change 
Order Form with a thorough description, 

include the quote or scope as an attachment.

Must attach to Tyler the executed 
Amendment which includes the noted 

changes to the agreement.

What’s the Difference?



Section 14: Vendor Management
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Supplier/Contractor Performance
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Once an agreement has been fully executed, a copy of the 
document is provided to the department for contract 
administration. 
A great effort is put into the development of specifications to 
represent the City’s interest. Therefore, departments shall 
carefully study the contract documents provided by the 
Purchasing Division, ask for clarification from Purchasing, where 
necessary, and monitor that the contractor’s performance in all 
respects meets specifications. 
Should departments experience problems with any 
supplier/contractor to whom Purchasing has recommended 
award, please alert the Purchasing Division. Departments should 
always document performance issues. If the performance of a 
supplier/contractor consistently does not meet contract provisions, 
the City will consider notification of breach of contract and allow 
the supplier/contractor to correct problems within a certain time 
frame. If the problems are not corrected by the indicated time 
frame or are so severe that they are deemed to be uncorrectable 
by Purchasing, the contract will be terminated. Please consult with 
the Purchasing Division regarding notification for breach of 
contract.  Purchasing will notify the City Attorney’s Office of the 
breach of contract.
The Purchasing Division is committed to using only 
suppliers/contractors who perform satisfactorily and in accordance 
with specifications and, therefore, appreciates feedback on 
performance from departments. 
The procedures governing contractor debarment are outlined in 
the Fresno Municipal Code, Article 1 Section 4-104. The section 
delineates the formal steps and criteria involved in the process of 
debarring contractors from participation in municipal projects or 
contracts.



Section 15: Surplus & Junk Material
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Section 16: Cal Card Program

103July 2025



104

CAL-Card Program

July 2025

The CAL-Card is a Visa purchase 
card provided by the State of 
California. It is a purchase card 
issued in the name of the cardholder 
and billed to the agency.  It does not 
affect the Cardholder’s credit.  
Cardholders are authorized to make 
purchases up to $2,500 per 
transaction, with a monthly spending 
limit of up to $10,000. For further 
details refer to Administrative Order 
3-9







Section 17: The DBE Program
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Section 18: Reference Material
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Helpful Links
Referenced Administrative Orders
AO 2-1 Risk Allocation Policy for City Contracts

AO 3-1 Citywide Purchasing

AO 3-9 Purchasing Card (CAL-Card) Use Policy

AO 6-7 Acceptance of Gifts and Rewards

AO 6-19 Contracts for Consultant Services

AO 6-28 Non-Professional Service Contracts

AO 8-8 City-Owned Leased Vehicles – Acquisition, Assignment and 
Usage Policy

AO 8-11 Use of Electronic Systems & Tools

AO 8-20 Accessible Information and Communication Technology

AO 8-21 Cloud Policy

Fresno Municipal Code
Chapter 4 – City Purchasing, Contracts, and Sales

City Charter
Article XII, Sec. 1208 – Procurement and Competitive Bidding

Purchasing’s Intranet Site
Purchasing Division – Home 
(http://sp-finance.fresno.gov/Purchasing/SitePages/Home.aspx)
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Can I choose if I want to do an RFP or a bid?
RFP’s can only be used when the expected cost of services exceeds the expected cost 
of products.  Otherwise, the project is considered a product purchase and must be 
awarded via the bid process.

What is the Formal Bid Limit?
The Formal Bid Limit is the threshold that determines whether a project must be 
awarded by Council or can be awarded by the Purchasing Division. As of July 2025, the 
Formal Bid Limit for purchases of product, equipment, and public work of improvement 
projects is $177,000.  It is adjusted every July based on the changes in the Consumer 
Pricing Index. The limit requiring Council approval for professional and nonprofessional 
services is $100,000. 

What is the difference between a bid and a proposal?
The term “bid” is used to describe a response to a Notice Inviting Bids (NIB).  These 
types of solicitations are typically used to secure products, equipment, or construction 
(Public Works projects). The term “proposal” is used to describe a response to an RFP 
(Request for Proposals). RFPs are used primarily to secure services or a combination of 
products and services.

I have a good relationship with a vendor, can they assist us in scope 
development?
Yes, they can so long as it is understood that by assisting in scope or specifications 
development, they are precluded from submitting a proposal. This vendor would typically 
be considered a consultant, whose contract is regulated by Administrative Order 6-19.

Why does the RFP take so long?
Complexity of the procurement and the evaluation component. RFPs are usually 
complex procurements that take more time to develop.  With a  complex request, 
prospective proposers need more time to develop their response to the City.  
Additionally, the time needed to evaluate these responses can take weeks, given the 
coordination that needs to occur.  Our best piece of advice to our customers is to plan 
ahead. 

Frequently Asked Questions
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When are bid openings?
Generally, bid openings for formal projects will take place on Tuesdays at 3pm in the 
General Services Department conference room located at 2101 G Street, Building A, 
Fresno, CA 93706 and on Zoom.  Any other day, time, or location for formal bid 
openings shall be approved by the Purchasing Manager or their designee. Bid 
openings for informal projects take place in the same day and location as the formal 
projects, but typically occur at 2pm.  

How is a vendor selected for award?
Bids are awarded to the lowest responsive and responsible bidder, with the exception 
of RFP’s (Request for Proposals).  RFPs are awarded to the firm that best fits the 
criteria as set out in the specifications and is determined to be the best overall value 
for the City.

If a project is federally funded, do I follow the local or federal solicitation 
requirements?
If there is conflict between local and federal guidelines, the more strenuous 
requirement will take precedence.

Why can’t I use the RFP process for the purchase of products, supplies, 
materials, and Public Work of Improvement projects?
The Fresno Municipal Code (Chapter 4) and the City Charter (Article XII, Sec. 1208) 
specifically require that these types of purchases be awarded to the lowest 
responsive and responsible bidder. This is to prevent actual or perceived favoritism, 
fraud, and corruption in the awarding of public contracts. 

Frequently Asked Questions (Continued)
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There are various supplemental procedures that apply when the City enters into third party agreements 
utilizing special funds (i.e., Federal Transit Administration (FTA), Federal Highway Administration (FHWA), 
Federal Aviation Administration (FAA), State, etc.). When the City of Fresno (City) Municipal Code or Charter 
occupies the same subject area of guidance provided in the supplemental procedures, the more restrictive 
requirements shall apply.
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General Services 
Department
Purchasing Division
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2101 G Street
Building A
Fresno, California 93706
559-621-1332
Purchasing@fresno.gov July 2025
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