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2009 2010 2011 2012 2013 2014 2015

GDP Growth -2.40% 3.00% 1.80% 2.80% 1.90% 2.30% 3.10%

   Personal Consumption -0.60% 2.00% 2.50% 2.20% 2.00% 2.90% 2.70%

   Business Investment -17.80% 1.10% 7.60% 7.30% 2.70% 3.30% 5.80%

   Residential Investment -20.50% -4.30% 0.50% 12.90% 12.20% 2.80% 14.20%



















































APPROPRIATION SUMMARY (by Program and Activity)

Employee Contract Supplies and Interdepartmental Capital/
Services Services Expenses Charges Equipment Construction Total

LEGISLATIVE
1000 Legislative $ 175,891 $ 0 $ 39,700 $ 0 $ 0 $ 0 $ 215,591
1100 Legislative Advocacy 0 0 14,000 0 0 0 14,000

1220/40/60 Advisory Commissions 11,459 0 21,140 0 0 0 32,599
1300 Administration 331,700 0 13,030 1,424 0 0 346,154
3000 City Clerk 223,886 108,000 11,640 1,009 0 0 344,535
3100 Records Management 141,540 10,150 2,300 0 0 0 153,990
3220 City Legal Services 0 207,363 0 0 0 0 207,363

Total Legislative 884,476 325,513 101,810 2,433 0 0 1,314,232

GENERAL GOVERNMENT
2000 Information Technology 206,980 703,800 40,490 10 55,000 0 1,006,280
2400 Public Information  227,266 105,425 21,264 56,155 0 0 410,110
2500 Customer Service 214,056 13,850 7,705 33,663 0 0 269,274
2550 Intergovernmental Relations 221,572 74,574 53,667 0 0 0 349,813
3240 Legal Services 0 0 35,000 0 0 0 35,000
3300 Internal Administration 261,983 5,795 199,730 27,665 0 0 495,173
3400 Human Resources 421,011 88,522 41,510 7,479 500 0 559,022
5000 Finance 843,978 142,310 93,755 22,933 101,000 0 1,203,976
5200 Insurance 0 8,400 2,180,105 0 0 0 2,188,505
5400 Purchasing & Stores 273,203 0 8,240 3,785 200 0 285,428
6300 Building Maintenance 532,619 96,958 243,517 65,799 0 0 938,893
7500 Facilities Maintenance 543,631 37,561 100,788 3,639 0 0 685,619

Total General Government $ 3,746,299 $ 1,277,195 $ 3,025,771 $ 221,128 $ 156,700 $ 0 $ 8,427,093

CITY OF LAKEWOOD

    FISCAL YEAR 2014-2015

Program Activity
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APPROPRIATION SUMMARY (by Program and Activity)

Employee Contract Supplies and Interdepartmental Capital/
Services Services Expenses Charges Equipment Construction Total

PUBLIC SAFETY
3600 Law Enforcement $ 678,168 $ 10,071,710 $ 95,235 $ 52,925 $ 0 $ 0 $ 10,898,038
3700 Sky Knight Program 147,822 528,621 24,945 0 0 0 701,388
3800 Safety Services - Other 299,623 0 12,185 2,395 0 0 314,203
5300 Parking Control 535,599 11,200 6,745 12,103 0 0 565,647
6200 Animal Control 5,981 350,191 51 0 0 0 356,223
6500 Graffiti Removal 101,447 0 9,575 10,242 0 0 121,264
6820 Street Lighting 19,463 1,211,303 0 0 0 0 1,230,766
7250 Emergency Preparedness 93,142 4,160 21,366 3,069 0 0 121,737

Total Public Safety 1,881,245    12,177,185   170,102        80,734              0 0 14,309,266   

TRANSPORTATION
4300 Transportation  247,360 1,150,353 5,744 51,438 0 0 1,454,895
6600 Hardscape Maintenance 131,138 260,000 150 0 0 0 391,288
6700 Tree Maintenance 365,769 600,000 9,450 98,394 1,200 0 1,074,813
6800 Street Maintenance 72,181 835,000 102 0 0 0 907,283
6810 Traffic Control 0 199,000 38,590 0 0 0 237,590
7200 DASH  Program 467,221 10,720 26,003 205,370 0 0 709,314

Total Transportation $ 1,283,669    $ 3,055,073     $ 80,039          $ 355,202            $ 1,200            $ 0 $ 4,775,183     

CITY OF LAKEWOOD

    FISCAL YEAR 2014-2015

Program Activity
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APPROPRIATION SUMMARY (by Program and Activity)

Employee Contract Supplies and Interdepartmental Capital/
Services Services Expenses Charges Equipment Construction Total

COMMUNITY DEVELOPMENT
2120 Media Services $ 692,327 $ 24,100 $ 37,486 $ 42,708 $ 0 $ 0 $ 796,621
2140 Media Production Center 0 20,000 1,500 0 51,500 0 73,000
2160 Transit CATV Program 54,112 5,000 2,378 0 0 0 61,490
2300 Economic Development 55,951 22,000 0 0 0 0 77,951
2600 Community Relations 213,449 2,300 87,236 33,030 0 0 336,015
4000 Planning 618,061 27,300 24,315 10,903 0 0 680,579
4100 Building & Safety 410,794 796,016 5,327 81 0 0 1,212,218
4400 Business Development Program 0 106,250 250 0 0 0 106,500
4600 Housing Program 176,882 213,707 35,311 0 0 0 425,900
4700 Code Enforcement 330,332 1,500 4,499 0 0 0 336,331
5100 Licensing 81,542 0 1,350 102 0 0 82,994
6000 Engineering 709,179 369,269 115,516 15,101 0 0 1,209,065

Total Community Dev  3,342,629 1,587,442 315,168 101,925 51,500 0 5,398,664

HEALTH
6100 Solid Waste Collection 275,398 4,616,891 51,233 0 0 0 4,943,522

Total Health  275,398 4,616,891 51,233 0 0 0 4,943,522

CULTURE AND LEISURE
6400 Park Maintenance 887,585 122,474 90,792 30,410 71,430 0 1,202,691
7000 RCS Administration 1,136,606 55,528 41,760 14,414 0 0 1,248,308

7050/7055 Aquatics Programs 281,997 5,000 16,255 5,395 0 0 308,647
7150 Centre Concessions 375,195 100,349 187,780 1,616 0 0 664,940
7300 Human Services Program 451,531 44,200 115,046 13,240 6,000 0 630,017
7350 Parks/Playground Programs 1,277,272 0 99,123 27,720 3,500 0 1,407,615
7400 Social/Cultural Programs 343,953 390,650 185,131 66,039 0 0 985,773
7450 Sports Programs 168,737 5,700 92,460 27,947 0 0 294,844
7550 Turf Maintenance 387,991 40,717 15,280 0 0 0 443,988
7600 RCS Park Maintenance 1,378,935 88,583 960,297 70,222 54,250 0 2,552,287

7720/7740 Landscape/Turf Maintenance 1,048,031 56,191 368,280 298,876 0 0 1,771,378
Total Culture and Leisure $ 7,737,833 $ 909,392 $ 2,172,204 $ 555,879 $ 135,180 $ 0 $ 11,510,488

CITY OF LAKEWOOD

    FISCAL YEAR 2014-2015

Program Activity
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APPROPRIATION SUMMARY (by Program and Activity)

Employee Contract Supplies and Interdepartmental Capital/
Services Services Expenses Charges Equipment Construction Total

WATER UTILITY
8000 Administration $ 255,408 $ 263,430 $ 2,617,126 $ 58,003 $ 250,000 $ 0 $ 3,443,967

8100/8200 Supply/Pumping 237,304 52,850 3,468,557 44,577 1,600 0 3,804,888
8300 Water Treatment 246,090 47,500 278,802 0 7,500 0 579,892
8400 Maintenance Storage 69,348 0 43,253 0 0 0 112,601
8500 Reclaimed Water 195,614 0 313,801 0 8,300 0 517,715

8600-8800 Distribution 628,322 66,800 86,167 95,855 95,700 0 972,844
8900 Customer Services 628,005 0 48,540 0 2,350 0 678,895

Total Water Utility 2,260,091 430,580 6,856,246 198,435 365,450 0 10,110,802

CAPITAL IMPROVEMENTS 0 0 0 0 0 8,143,920 8,143,920
Total Capital Improvements 0 0 0 0 0 8,143,920 8,143,920

GRAND TOTAL $ 21,411,640 $ 24,379,271 $ 12,772,573 $ 1,515,736 $ 710,030 $ 8,143,920 $ 68,933,170

INTERNAL SERVICE FUNDS
2450 Graphics and Copy Center 280,500 78,700 56,050 0 10,000 0 425,250
6020 Geographic Information System 59,015 25,375 10,202 0 10,000 0 104,592
6900 Fleet Maintenance 424,094 38,500 483,516 11,442 171,500 0 1,129,052

Total Internal Service Funds $ 763,609 $ 142,575 $ 549,768 $ 11,442 $ 191,500 $ 0 $ 1,658,894

CITY OF LAKEWOOD

    FISCAL YEAR 2014-2015

Program Activity
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APPROPRIATION SUMMARY (by Program and Activity)

Employee Contract Supplies and Interdepartmental Capital/
Services Services Expenses Charges Equipment Construction Total

LEGISLATIVE
1000 Legislative $ 178,562 $ 0 $ 39,700 $ 0 $ 0 $ 0 $ 218,262
1100 Legislative Advocacy 0 0 14,000 0 0 0 14,000

1220/40/60 Advisory Commissions 11,844 0 17,390 0 0 0 29,234
1300 Administration 338,784 0 13,030 1,467 0 0 353,281
3000 City Clerk 225,117 0 11,640 1,013 0 0 237,770
3100 Records Management 141,413 10,200 2,300 0 0 0 153,913
3220 City Legal Services 0 207,363 0 0 0 0 207,363

Total Legislative 895,720 217,563 98,060 2,480 0 0 1,213,823

GENERAL GOVERNMENT
2000 Information Technology 211,344 703,800 35,675 10 19,800 0 970,629
2400 Public Information  231,843 97,125 21,264 56,369 0 0 406,601
2500 Customer Service 220,317 13,850 3,005 33,791 0 0 270,963
2550 Intergovernmental Relations 228,345 74,574 53,667 0 0 0 356,586
3240 Legal Services 0 0 35,000 0 0 0 35,000
3300 Internal Administration 262,934 5,910 173,180 27,827 0 0 469,851
3400 Human Resources 425,909 97,051 43,010 7,507 500 0 573,977
5000 Finance 849,014 143,965 96,685 22,733 101,000 0 1,213,397
5200 Insurance 0 4,100 2,245,411 0 0 0 2,249,511
5400 Purchasing & Stores 274,630 0 8,940 3,790 200 0 287,560
6300 Building Maintenance 544,673 98,021 253,279 55,425 0 0 951,398
7500 Facilities Maintenance 548,327 37,561 107,438 3,740 0 0 697,066

Total General Government $ 3,797,336 $ 1,275,957 $ 3,076,554 $ 211,192 $ 121,500 $ 0 $ 8,482,539

CITY OF LAKEWOOD

    FISCAL YEAR 2015-2016

Program Activity
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APPROPRIATION SUMMARY (by Program and Activity)

Employee Contract Supplies and Interdepartmental Capital/
Services Services Expenses Charges Equipment Construction Total

PUBLIC SAFETY
3600 Law Enforcement $ 682,652 $ 10,397,697 $ 97,544 $ 53,199 $ 0 $ 0 $ 11,231,092
3700 Sky Knight Program 149,915 478,433 24,945 0 0 0 653,293
3800 Safety Services - Other 308,275 0 32,185 2,364 0 0 342,824
5300 Parking Control 540,397 11,700 7,695 12,470 0 0 572,262
6200 Animal Control 6,004 357,195 51 0 0 0 363,250
6500 Graffiti Removal 106,031 0 9,759 10,553 0 0 126,343
6820 Street Lighting 19,553 1,226,889 0 0 0 0 1,246,442
7250 Emergency Preparedness 94,090 4,160 18,684 3,153 0 0 120,087

Total Public Safety 1,906,917    12,476,074   190,863        81,739              0 0 14,655,593   

TRANSPORTATION
4300 Transportation  254,171 1,153,138 5,744 47,323 0 0 1,460,376
6600 Hardscape Maintenance 135,849 260,000 150 0 0 0 395,999
6700 Tree Maintenance 369,727 612,000 9,450 84,453 1,200 0 1,076,830
6800 Street Maintenance 72,910 828,000 102 0 0 0 901,012
6810 Traffic Control 128,253 199,000 41,402 0 0 0 368,655
7200 DASH  Program 476,187 10,720 28,646 211,556 0 0 727,109

Total Transportation $ 1,437,097    $ 3,062,858     $ 85,494          $ 343,332            $ 1,200            $ 0 $ 4,929,981     

CITY OF LAKEWOOD

    FISCAL YEAR 2015-2016

Program Activity
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APPROPRIATION SUMMARY (by Program and Activity)

Employee Contract Supplies and Interdepartmental Capital/
Services Services Expenses Charges Equipment Construction Total

COMMUNITY DEVELOPMENT
2120 Media Services $ 696,611 $ 24,100 $ 36,286 $ 43,651 $ 0 $ 0 $ 800,648
2140 Media Production Center 0 20,000 1,500 0 90,000 0 111,500
2160 Transit CATV Program 54,508 5,000 0 0 0 0 59,508
2300 Economic Development 57,127 22,000 0 0 0 0 79,127
2600 Community Relations 219,388 2,300 87,236 33,293 0 0 342,217
4000 Planning 616,976 20,000 24,440 11,029 0 0 672,445
4100 Building & Safety 415,327 811,928 5,327 81 0 0 1,232,663
4400 Business Development Program 0 106,250 250 0 0 0 106,500
4600 Housing Program 181,897 278,771 34,427 0 3,500 0 498,595
4700 Code Enforcement 331,788 1,500 4,499 0 0 0 337,787
5100 Licensing 84,588 0 2,715 100 0 0 87,403
6000 Engineering 588,758 372,089 128,379 44,762 0 0 1,133,988

Total Community Developme  3,246,968 1,663,938 325,059 132,916 93,500 0 5,462,381

HEALTH
6100 Solid Waste Collection 276,780 4,705,795 31,787 0 0 0 5,014,362

Total Health  276,780 4,705,795 31,787 0 0 0 5,014,362

CULTURE AND LEISURE
6400 Park Maintenance 907,769 129,043 92,434 31,333 72,858 0 1,233,437
7000 RCS Administration 1,155,309 56,537 41,760 14,543 0 0 1,268,149

7050/7055 Aquatics Programs 290,000 5,000 16,255 5,415 0 0 316,670
7150 Centre Concessions 377,896 100,349 194,485 1,622 0 0 674,352
7300 Human Services Program 465,689 44,200 119,360 13,291 0 0 642,540
7350 Parks/Playground Programs 1,296,775 0 99,966 27,826 0 0 1,424,567
7400 Social/Cultural Programs 352,316 390,650 185,881 66,560 0 0 995,407
7450 Sports Programs 166,200 5,700 92,460 28,054 0 0 292,414
7550 Turf Maintenance 390,561 40,717 15,280 0 0 0 446,558
7600 RCS Park Maintenance 1,460,052 88,583 1,017,417 72,351 56,000 0 2,694,403

7720/7740 Landscape/Turf Maintenance 1,065,324 56,191 399,010 307,951 0 0 1,828,476
Total Culture and Leisure $ 7,927,891 $ 916,970 $ 2,274,308 $ 568,946 $ 128,858 $ 0 $ 11,816,973

CITY OF LAKEWOOD

    FISCAL YEAR 2015-2016

Program Activity
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APPROPRIATION SUMMARY (by Program and Activity)

Employee Contract Supplies and Interdepartmental Capital/
Services Services Expenses Charges Equipment Construction Total

WATER UTILITY
8000 Administration $ 256,597 $ 264,781 $ 2,613,275 $ 53,965 $ 250,000 $ 0 $ 3,438,618

8100/8200 Supply/Pumping 239,009 52,850 3,743,271 45,930 1,600 0 4,082,660
8300 Water Treatment 247,647 52,500 287,327 0 8,600 0 596,074
8400 Maintenance Storage 69,874 0 44,573 0 0 0 114,447
8500 Reclaimed Water 197,221 0 321,301 0 8,300 0 526,822

8600-8800 Distribution 631,485 66,925 86,167 98,566 50,200 0 933,343
8900 Customer Services 632,767 0 51,540 0 400 0 684,707

Total Water Utility 2,274,600 437,056 7,147,454 198,461 319,100 0 10,376,671

CAPITAL IMPROVEMENTS 0 0 0 0 0 4,547,109 4,547,109
Total Capital Improvements 0 0 0 0 0 4,547,109 4,547,109

GRAND TOTAL $ 21,763,309 $ 24,756,211 $ 13,229,579 $ 1,539,066 $ 664,158 $ 4,547,109 $ 66,499,432

INTERNAL SERVICE FUNDS
2450 Graphics and Copy Center 281,674 78,700 56,500 0 10,000 0 426,874
6020 Geographic Information System 61,982 25,375 10,258 0 0 0 97,615
6900 Fleet Maintenance 429,280 38,500 489,766 11,842 95,000 0 1,064,388

Total Internal Service Funds $ 772,936 $ 142,575 $ 556,524 $ 11,842 $ 105,000 $ 0 $ 1,588,877

CITY OF LAKEWOOD

    FISCAL YEAR 2015-2016

Program Activity
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APPROPRIATION SUMMARY CITY OF LAKEWOOD

CONTRACT SERVICES

Projected Adopted Adopted
Actual % of Budget % of Budget % of

Rank Description 2013-2014 Total 2014-2015 Total 2015-2016 Total

1 Law Enforcement $ 9,354,057          40.9% $ 10,032,163        40.9% $ 10,364,602     41.6%
2 Refuse Collection/Disposal Service 4,384,848          19.1% 4,518,966          18.4% 4,609,345       18.5%
3 Street Lighting 1,163,000          5.0% 1,175,253          4.8% 1,190,139       4.8%
4 Street Sweeping 622,000             2.6% 635,000             2.6% 648,000          2.6%
5 Tree Maintenance 530,000             2.2% 541,000             2.2% 552,000          2.2%
6 Computer Services 495,000             2.1% 495,000             2.0% 495,000          2.0%
7 Sky Knight 321,000             1.3% 400,000             1.6% 345,725          1.4%
8 Animal Control 320,237             1.3% 350,191             1.4% 357,195          1.4%
9 Building Inspection 335,000             1.4% 341,700             1.4% 348,500          1.4%

10 Engineering Services 276,000             1.1% 281,500             1.1% 287,100          1.2%

Sub-total 17,801,142        76.96% 18,770,773        76.55% 19,197,606     77.10%

11 Street & Sidewalk Maintenance 260,000             1.1% 260,000             1.1% 260,000          1.0%
12 Legal Services 205,363             0.9% 205,363             0.8% 205,363          0.8%
13 Long Beach Transit 132,000             0.6% 139,353             0.6% 142,138          0.6%
14 Traffic Control 138,000             0.6% 138,000             0.6% 138,000          0.6%
15 Mail Processing 129,682             0.6% 130,470             0.5% 133,710          0.5%
16 Facility Maintenance 114,755             0.5% 160,605             0.7% 160,605          0.6%
17 Fire & Security Alarm 104,368             0.5% 114,816             0.5% 117,019          0.5%
18 Industrial Waste Inspection 77,000               0.3% 78,500               0.3% 80,100            0.3%
19 Live Scan 75,000               0.3% 75,000               0.3% 75,000            0.3%
20 Code Enforcement 61,000               0.3% 62,200               0.3% 63,500            0.3%

Sub-total 1,297,168          5.68% 1,364,307          5.56% 1,375,435       5.52%

All other 3,734,021          17.35% 4,386,766          17.89% 4,325,745       17.37%

Grand total $ 22,832,331      100.00% $ 24,521,846      100.00% $ 24,898,786   100.00%
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REVENUE ANALYSIS CITY OF LAKEWOOD

REVENUE COMPOSITION

Projected Adopted Adopted
Actual % of Budget % of Budget % of

Rank Description 2013-2014 Total 2014-2015 Total 2015-2016 Total

1 Sales tax / ERAF $ 13,321,675 21.6% $ 13,388,621 21.0% $ 13,656,133 20.9%
2 Water utility service charges 9,333,465 15.1% 11,214,198 17.6% 12,325,697 18.9%
3 Motor vehicle in lieu / ERAF 7,061,604 11.4% 7,349,010 11.5% 7,642,970 11.7%
4 Refuse service charges 4,977,531 8.1% 5,136,241 8.1% 5,225,957 8.0%
5 Property tax 3,995,979 6.5% 4,192,310 6.6% 4,356,000 6.7%
6 Utility users tax 3,432,942 5.6% 3,442,889 5.4% 3,464,173 5.3%
7 Gas tax 2,358,182 3.8% 2,095,745 3.3% 2,095,745 3.2%
8 Franchise fees 1,692,422 2.7% 1,746,745 2.7% 1,810,360 2.8%
9 Building Permits & Fees 1,928,876 3.1% 1,702,677 2.7% 1,713,601 2.6%

10 Prop A Transit 1,368,103 2.2% 1,414,527 2.2% 1,450,000 2.2%

Sub-total 49,470,779 80.2% 51,682,963 81.2% 53,740,636 82.3%

11 Prop C Transit 1,134,806 1.8% 1,173,313 1.8% 1,200,000 1.9%
12 Recreation fees 985,551 1.6% 985,845 1.5% 994,227 1.6%
13 Rents & Concession 932,854 1.5% 1,179,468 1.9% 1,182,106 1.9%
14 Measure R 851,102 1.4% 879,995 1.4% 900,000 1.4%
15 Fines & forfeitures 768,475 1.2% 767,200 1.2% 772,200 1.2%
16 Other Public Safety Fees 557,562 0.9% 575,967 0.9% 591,627 0.9%
17 Business licenses 545,990 0.9% 550,000 0.9% 555,000 0.9%
18 CDBG (Block Grant) 475,961 0.8% 484,216 0.8% 484,216 0.8%
19 Use of money and property 425,418 0.7% 396,199 0.6% 442,946 0.7%
20 Sky Knight 286,925 0.5% 294,940 0.5% 300,000 0.5%

Sub-Total 6,964,644 11.3% 7,287,143 11.4% 7,422,322 11.7%

All other 5,263,110 8.5% 4,690,706 7.4% 4,096,678 6.3%

Grand total $ 61,698,533 100% $ 63,660,812 100% $ 65,259,636 100%
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REVENUE SUMMARY CITY OF LAKEWOOD

2013-2014 2013-2014 2014-2015 2015-2016
2010-2011 2011-2012 2012-2013 Revised Projected Adopted Adopted

Description Actual Actual Actual Budget Actual Budget Budget

GENERAL FUND:
Property taxes $ 3,671,332 $ 3,661,314 $ 5,150,561 $ 3,895,979 $ 3,995,979 $ 4,192,310 $ 4,356,000
Sales tax 8,492,663 9,097,832 9,698,725 9,860,458 9,786,064 10,122,841 10,325,037
ERAF - Sales tax 2,949,995 2,787,872 3,176,891 3,363,392 3,535,611 3,265,780 3,331,096
Utility users tax 3,508,512 3,365,149 3,626,639 3,616,171 3,432,942 3,442,889 3,464,173
Other taxes 1,801,721 1,915,726 2,046,662 2,052,320 2,214,647 2,288,295 2,366,550
Licenses & permits 770,650 635,099 883,337 642,678 1,092,265 955,128 975,541
Fines & forfeitures 881,450 817,093 782,011 743,300 768,475 767,200 772,200
Use of money & property 947,703 811,983 758,782 942,178 897,031 1,150,968 1,203,606
From other agencies 12,059,326 10,626,753 7,147,584 7,304,901 7,361,830 7,654,010 7,697,970
Current service charges 10,832,777 6,989,802 7,657,447 7,436,675 7,408,853 7,508,737 7,637,222
Other revenue 228,052 822,276 1,087,058 660,800 665,048 765,800 765,800
   Total General Fund 46,144,181 41,530,900 42,015,696 40,518,852 41,158,745 42,113,958 42,895,195

COMMUNITY FACILITY FUND:
Use of money & property 148,606 229,143 218,806 260,000 277,000 295,500 295,500
Current service charges 22,845 32,341 37,853 28,000 31,450 40,000 40,000
   Total Community Facility 171,451 261,484 256,658 288,000 308,450 335,500 335,500

CABLE TV FUND:
Other taxes 369,340 350,317 345,320 355,000 322,500 314,450 309,810
Other revenue 150,183 175,118 172,384 182,100 176,500 184,185 189,425
   Total Cable TV Fund 519,523 525,435 517,704 537,100 499,000 498,635 499,235

RETIREE BENEFITS FUND:
Other revenue 0.0 0.0 0.0 0.0 0.0 234,031.0 245,052.0
   Total Retiree Benefits Fund $ 0.0 $ 0.0 $ 0.0 $ 0.0 $ 0.0 $ 234,031.0 $ 245,052.0
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REVENUE SUMMARY CITY OF LAKEWOOD

2013-2014 2013-2014 2014-2015 2015-2016
2010-2011 2011-2012 2012-2013 Revised Projected Adopted Adopted

Description Actual Actual Actual Budget Actual Budget Budget

PARK DEDICATION FUND:
Other taxes $ 40,760 $ 40,760 $ 330 $ 0 $ 990 $ 401,982 $ 171,560
   Total Park Dedication Fund 40,760 40,760 330 0 990 401,982 171,560

AQMD FUND:
Use of money & property 2,445 1,502 1,224 1,400 1,000 1,000 1,000
From other agencies 91,199 100,675 96,954 100,000 100,000 110,000 100,000
   Total AQMD Fund 93,644 102,177 98,178 101,400 101,000 111,000 101,000

CDBG GRANT FUND:
Current year allocation 1,207,303 400,720 882,620 475,961 475,961 484,216 484,216
Program income 34,183 29,183 36,163 37,300 37,200 32,200 32,200
   Total CDBG Fund 1,241,486 429,903 918,783 513,261 513,161 516,416 516,416

STATE GAS TAX/TRAFFIC 
       CONGESTION RELIEF FUND:
Use of money & property 21,583 13,423 5,010 5,000 5,000 5,000 5,000
Other revenue 2,058,477 2,311,196 1,876,322 2,428,601 2,353,182 2,095,745 2,095,745
   Total State Gas Tax Fund 2,080,060 2,324,619 1,881,332 2,433,601 2,358,182 2,100,745 2,100,745

HOUSING SUCCESSOR AGENCY FUND
Current year allocation 0 0 690 1,000 1,000 1,000 1,000
Program income 0 0 248,186 199,000 199,000 199,000 199,000

0 0 248,876 200,000 200,000 200,000 200,000

BUSINESS DEVELOPMENT LOAN FUND:
Use of money & property 16,845 14,868 12,390 12,170 10,670 8,399 6,146
Other revenue 28,748 58,205 60,696 63,295 63,295 66,005 50,324
   Total Business Dev Loan Fund $ 45,593 $ 73,073 $ 73,086 $ 75,465 $ 73,965 $ 74,404 $ 56,470

   Total Housing Successor 
Agency Fund
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REVENUE SUMMARY CITY OF LAKEWOOD

2013-2014 2013-2014 2014-2015 2015-2016
2010-2011 2011-2012 2012-2013 Revised Projected Adopted Adopted

Description Actual Actual Actual Budget Actual Budget Budget

PROP A TRANSIT FUND:
Other taxes $ 1,129,424 $ 1,222,169 $ 1,292,382 $ 1,368,103 $ 1,368,103 $ 1,414,527 $ 1,450,000
Use of money & property 18,017 7,601 5,146 4,000 7,232 10,000 10,000
   Total Prop A Fund 1,147,441 1,229,770 1,297,527 1,372,103 1,375,335 1,424,527 1,460,000

PROP C TRANSIT FUND:
Other taxes 938,583 1,015,865 1,074,476 1,134,806 1,134,806 1,173,313 1,200,000
Use of money & property 107,332 21,563 12,189 10,000 16,000 15,000 15,000
   Total Prop C Fund 1,045,915 1,037,428 1,086,665 1,144,806 1,150,806 1,188,313 1,215,000

MEASURE R FUND
Other taxes 700,252 755,399 803,033 851,102 851,102 879,995 900,000
Use of money & property 7,703 604 1,000 0 0 0
   Total Measure R Fund 700,252 763,102 803,637 852,102 851,102 879,995 900,000

SPECIAL GRANT FUNDS:
Prop A Recreation Funds 167,590 74,272 73,675 186,233 186,233 146,554 20,289
State COPS Grant 228,489 200,102 127,599 131,701 132,535 132,000 132,000
JAG Grant 266,979 0 0 22,229 22,229 20,137 18,000
Litter Reduction 8,627 44,252 22,113 22,450 22,632 20,600 20,600
TDA Article 3 - SB821 33,571 40,292 59,513 65,460 65,460 67,907 65,000
Used Oil Grant 27,125 -2,938 33,974 23,022 22,822 23,016 0
Beverage Container Recyclng 17,981 86,596 0 0 0 0 0
STPL TEA-LU 173,976 1,624,502 149,520 856,000 0 0 0
Sewer Reconstruction Fund 0 0 9,626 0 0 0 0
River Park Grant 0 95,974 0 1,446,203 1,014,000 0 0
   Total Special Grant Funds $ 924,338 $ 2,163,053 $ 476,021 $ 2,753,298 $ 1,465,911 $ 410,214 $ 255,889
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REVENUE SUMMARY CITY OF LAKEWOOD

2013-2014 2013-2014 2014-2015 2015-2016
2010-2011 2011-2012 2012-2013 Revised Projected Adopted Adopted

Description Actual Actual Actual Budget Actual Budget Budget

CAPITAL IMPROVEMENT 
PROJECT FUND $ 1,872,947 $ 593,357 $ 574,000 $ 0 $ 0 $ 0 $ 0

1,872,947 593,357 574,000 0 0 0 0

56,027,591 51,075,061 50,248,494 50,789,988 50,056,647 50,489,720 50,952,062

WATER OPERATIONS FUND:

Use of money & property 253,897 172,945 137,163 183,000 143,341 283,000 283,000
Other revenue 244,713 180,476 1,065,950 140,000 199,391 145,000 145,000
Operating revenues 7,804,382 8,824,236 9,429,900 10,083,535 10,847,499 11,214,198 12,325,697
TOTAL WATER FUND: 8,302,992 9,177,656 10,633,013 10,406,535 11,190,231 11,642,198 12,753,697

TOTAL GOVERNMENTAL
   AND WATER FUND: 64,330,583 60,252,717 60,881,507 61,196,523 61,246,878 62,131,918 63,705,759

INTERNAL SERVICE FUNDS:

Graphics and Copy Center 385,269 396,468 393,681 421,441 409,506 425,250 426,874
Fleet maintenance 962,029 841,896 941,315 974,198 942,865 999,052 1,029,388
Geographic Info Systems 73,762 99,090 66,992 97,016 62,508 104,592 97,615

$ 1,421,060 $ 1,337,454 $ 1,401,988 $ 1,492,655 $ 1,414,879 $ 1,528,894 $ 1,553,877
TOTAL INTERNAL SERVICE 
FUNDS:

TOTAL GOVERNMENTAL 
FUNDS:
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APPROPRIATION SUMMARY CAPITAL IMPROVEMENTS

$12,691,029

General 
Fund

Park 
Dedication 

F

River Park 
Grant

Prop C

STPL-
TEALU

Measure R
TDA-Article 

3

Water Fund

Paving, 
Hardscape 
& Medians

Facilities

Parks

Wells Water 
Meters

Water 
Mains

Water 
Facilities & 

Equip

2014-2015 2015-2016 2014-2015 2015-2016

General Fund $ 1,205,010      $ 775,000         
CDBG   372,118         183,809         
Park Dedication Fees 475,000         -                 Paving, Hardscape & Medians 2,307,467      2,434,000    
River Park Grant 61,188           -                 Facilities 859,118         338,809       
Prop C 923,467         1,234,000      Parks 884,198         70,000         
STPL-TEALU 856,000         -                 Wells 2,606,775      417,500       
Measure R 98,000           590,000         Water Meters 300,000         250,000       
TDA-Article 3 60,000           60,000           Water Mains 1,141,362      1,036,800    
Water Fund 4,093,137      1,704,300      Water Facilities & Equip 45,000           -               

TOTAL FUNDING SOURCES 8,143,920      4,547,109      TOTAL FUNDING USES 8,143,920      4,547,109      

CDBG   Fees Equip

149



APPROPRIATION SUMMARY CAPITAL IMPROVEMENTS

FY 2015-2016

STREETS & TRANSIT PROJECTS
Revised 
Budget Projection Balance Re-allocated

New   
Allocation

Adopted 
Budget

Adopted 
Budget

40021 ADA Public Right of Way 65,460 0 65,460 0 60,000 60,000 60,000

60016 Hardscape (Streets) 200,000 138,686 61,314 0 200,000 200,000 200,000

60020 Civic Center Slurry Seal 50,000 0 50,000 0 0 0 0

60021 Local Street/Alley Resurfacing 800,000 475,619 324,381 50,000 0 50,000 590,000

60026 Woodruff Ave. Resurfacing 923,467 0 923,467 923,467 0 923,467 900,000

60027 Candlewood Ave. Pavement Maintenance 200,000 189,579 10,421 0 0 0 0

60033 Bus Shelter Improvement-3400 South 23,495 23,495 0 0 0 0 0

60034 Bus Shelter Improvement-Del Amo/Lakewoo 26,505 9,090 17,415 0 0 0 0

60035 Del Amo Rehab-Between Clark & Downey) 973,420 38,418 935,002 856,000 0 856,000 334,000

60045 Lakewood Blvd.  Metro Competitive Grant 0 0 0 0 40,000 40,000 0

3,262,347$    874,887$       2,387,460$    1,829,467$    300,000$       2,129,467$    2,084,000$    

FY 2013-2014 FY 2014-2015

SUBTOTAL STREET & TRANSIT 
PROJECTS
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APPROPRIATION SUMMARY CAPITAL IMPROVEMENTS

FY 2015-2016

STREETS & TRANSIT PROJECTS
Revised 
Budget Projection Balance Re-allocated

New   
Allocation

Adopted 
Budget

Adopted 
Budget

60046 Ficus Tree Replacement-Side Panel 0 0 0 0 100,000 100,000 75,000

60047 Del Amo Median East of Studebaker 0 0 0 0 0 0 275,000

60048 Del Amo Median at Pioneer/Conservation 0 0 0 0 20,000 20,000 0

60049 Bridge Repair Local Match 0 0 0 0 58,000 58,000 0

TOTAL STREET & TRANSIT PROJECTS 3,262,347$    874,887$       2,387,460$    1,829,467$    478,000$       2,307,467$    2,434,000$    

FUNDING SOURCES

General Fund 250,000 138,686 111,314 50,000 320,000 370,000 550,000
Prop A 50,000 32,585 17,415 0 0 0 0
Prop C 1,240,887 227,997 1,012,890 923,467 0 923,467 1,234,000
Measure R 800,000 475,619 324,381 0 98,000 98,000 590,000
STPL-TEALU 856,000 0 856,000 856,000 0 856,000 0
TDA-Article 3 65,460 0 65,460 0 60,000 60,000 60,000

TOTAL FUNDING SOURCES 3,262,347$    874,887$       2,387,460$    1,829,467$    478,000$       2,307,467$    2,434,000$    

FY 2013-2014 FY 2014-2015
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APPROPRIATION SUMMARY CAPITAL IMPROVEMENTS

FY 2015-2016

PARKS & FACILITIES PROJECTS
Revised 
Budget Projection Balance Re-allocated

New   
Allocation

Adopted 
Budget

Adopted 
Budget

40041 West San Gabriel River Phs III 1,258,405 994,207 264,198 264,198 0 264,198 0

60018 Hardscape-Parks 50,000 17,396 32,604 0 50,000 50,000 50,000

70001 Centre: Refurbishments 305,654 176,074 129,580 125,000 85,000 210,000 100,000

70003 Civic Center Development 17,486 17,486 0 0 80,000 80,000 30,000

70005 Fence Replacement - Parks 20,000 4,050 15,950 15,950 4,050 20,000 20,000

70006 Fire/Security Systems 25,000 25,000 0 0 25,000 25,000 25,000

70021 Nixon Yard-Metal Bldg Roofs 30,000 0 30,000 30,000 0 30,000 0

70022 Nixon Yard-Paint Metal Bldg 10,000 0 10,000 10,000 0 10,000 0

70046 Mayfair Park HVAC, Roof and Ducting 513,005 257,204 255,802 0 0 0 0

70052 Dog Park Design 0 0 0 0 75,000 75,000 0

70057 Rynerson Park Electrical Panel Repair 33,540 31,011 2,529 0 0 0 0

70058 Palms Park Improvement 185,743 0 185,743 185,743 0 185,743 0

70065 Burns Center Hardscape 0 0 0 0 186,375 186,375 0

70066 Burns Center Elevator 0 0 0 0 0 0 183,809

2,448,833$    1,522,428$    926,406$       630,891$       505,425$       1,136,316$    408,809$       

FY 2013-2014 FY 2014-2015

SUBTOTAL PARKS & FACILITIES 
PROJECTS
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APPROPRIATION SUMMARY CAPITAL IMPROVEMENTS

FY 2015-2016

PARKS & FACILITIES PROJECTS
Revised 
Budget Projection Balance Re-allocated

New   
Allocation

Adopted 
Budget

Adopted 
Budget

70059 Palms Park-DASH Office Improvement 60,000 0 60,000 60,000 0 60,000 0

70060 Mayfair Park Tennis Court Resourfacing 30,000 6,800 23,200 0 0 0 0

70061 Mayfair Park Parking Lot 30,000 29,900 100 0 0 0 0

70063 San Martin Park Playground 475,000 0 475,000 475,000 0 475,000 0

70064 Park Restrooms Improvement 0 0 0 0 72,000 72,000 0

3,043,833$    1,559,128$    1,484,706$    1,165,891$    577,425$       1,743,316$    408,809$      

FUNDING SOURCES

General Fund 1,063,436 430,242 633,194 318,960 306,050 625,010 125,000
River Park Grant 1,014,000 952,812 61,188 61,188 0 61,188 0
Community Facility Fund 305,654 176,074 129,580 125,000 85,000 210,000 100,000
CDBG 185,743 0 185,743 185,743 186,375 372,118 183,809
Park Dedication Fund 475,000 0 475,000 475,000 0 475,000 0

TOTAL FUNDING SOURCES 3,043,833 1,559,128 1,484,706 1,165,891 577,425 1,743,316 408,809$      

  

FY 2013-2014 FY 2014-2015

TOTAL PARKS & FACILITIES 
PROJECTS
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APPROPRIATION SUMMARY CAPITAL IMPROVEMENTS

FY 2015-2016

WATER RESOURCES PROJECTS
Revised 
Budget Projection Balance Re-allocated

New   
Allocation

Adopted 
Budget

Adopted 
Budget

50004 Well #22 Treatment Facility 1,847,244 606,775 1,240,469 606,775 0 606,775 0

50009 Plant #22 Reservoir 600,000 584,700 15,300 0 0 0 0

50012 Water Main Replacement - Design 16,634 16,634 0 0 0 0 0

50021 Plant #13 Rehabilitation Project 998,872 998,872 0 0 0 0 0

50023 Water Conservation Demonstration Garden 226,454 226,454 0 0 0 0 0

50025 SCADA System Replacement 45,137 45,137 0 0 0 0 0

50030 CNG Arbor Yard Compressor 90,000 77,558 12,442 0 0 0 0

50032 Arbor Yard Roofing & HVAC 80,000 80,000 0 0 0 0 0

50033 Water Main Replacement Design 400,000 285,550 114,450 114,450 0 114,450 0

50034 FY 2014 Water Main Replacement 1,053,600 1,053,600 0 0 1,026,912 1,026,912 0

50035 Meter Rotation Program/Technology 275,000 275,000 0 0 300,000 300,000 250,000

50036 Field Data Work Order System 38,300 38,300 0 0 0 0 0

5,671,241$    4,288,580$    1,382,661$    721,225$       1,326,912$    2,048,137$    250,000$      

FY 2013-2014 FY 2014-2015

SUBTOTAL WATER RESOURCES 
PROJECTS
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APPROPRIATION SUMMARY CAPITAL IMPROVEMENTS

FY 2015-2016

WATER RESOURCES PROJECTS
Revised 
Budget Projection Balance Re-allocated

New   
Allocation

Adopted 
Budget

Adopted 
Budget

50037 Arbor Yard Lighting Projects 20,000 16,500 3,500 0 0 0 0

50038 Well Siting Study 200,300 200,300 0 0 0 0 0

500xx Emergency Interie with Long Beach Water 50,000 50,000 0 0 0 0 0

500xx Well #28 Drilling & Equipping 0 0 0 0 2,000,000 2,000,000 417,500

500xx Lead Abatement at Production Facilities 0 0 0 0 45,000 45,000 0

500xx Water Main Replacement 0 0 0 0 0 0 1,036,800

TOTAL WATER RESOURCES PROJECTS 5,941,541$    4,555,380$    1,386,161$    721,225$       3,371,912$    4,093,137$    1,704,300$    

WATER RESOURCES PROJECT FUNDING

Water Operations Fund 5,941,541 4,555,380 1,386,161 721,225 3,371,912 4,093,137 1,704,300

TOTAL FUNDING SOURCES 5,941,541$    4,555,380$    1,386,161$    721,225$       3,371,912$    4,093,137$    1,704,300$    

FY 2013-2014 FY 2014-2015
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APPROPRIATION SUMMARY CAPITAL IMPROVEMENTS

FY 2015-2016

ALL PROJECTS BY FUNDING SOURCE
Revised 
Budget Projection Balance Re-allocated

New   
Allocation

Adopted 
Budget

Adopted 
Budget

1010 General Fund 1,313,436 568,928 744,508 368,960 626,050 995,010 675,000

1050 General Fund - Centre 305,654 176,074 129,580 125,000 85,000 210,000 100,000

1030 CDBG 185,743 0 185,743 185,743 186,375 372,118 183,809

1610 TDA-Article 3 65,460 0 65,460 0 60,000 60,000 60,000

1611 STPL-TEALU 856,000 0 856,000 856,000 0 856,000 0
 

1621 Measure R 800,000 475,619 324,381 0 98,000 98,000 590,000
 

1720 River Park Grant 1,014,000 952,812 61,188 61,188 0 61,188 0

3050 Park Dedication 475,000 0 475,000 475,000 0 475,000 0
 

3060 Prop A 50,000 32,585 17,415 0 0 0 0
 

3070 Prop C 1,240,887 227,997 1,012,890 923,467 0 923,467 1,234,000
  
7500 Water Operations Fund 5,941,541 4,555,380 1,386,161 721,225 3,371,912 4,093,137 1,704,300

TOTAL FUNDING SOURCES 12,247,721$  6,989,395$    5,258,327$    3,716,583$    4,427,337$    8,143,920$    4,547,109$    

FY 2013-2014 FY 2014-2015
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FIVE-YEAR CAPITAL IMPROVEMENT PLAN FISCAL YEARS 2017 THROUGH 2019

PROJECT

Waterproofing  Exterior Brick Veneer

Restoring Storefront & Canopy Frames Contractor estimate; Storefronts/frames original to 1984 building.

Game Courts-San Martin Park

Game Courts-Biscailuz Park

Bolivar Playground Renovation

Bloomfield Park Kitchen Remodel Remodel kitchen into catering kitchen.  CDBG eligible.

Del Valle Youth Center Fitness Center Change Shuffleboard court into outdoor fitness center.  Will seek grant funding.

Roof Project - Water Resources Admin 15-year roof due for replacement in 2013; 4,925 sq ft.

Roof Project - Rynerson No. RR Bldgs. 1 & 2 Replace open lattice roofs with closed pitched roof like RR # 3.

Roof Project -  Rynerson Picnic Shelter #1 Replace wood with metal roof.

Roof Project -  Rynerson Picnic Shelter #2 Replace wood with metal roof.

Roof Project -  Bolivar Activity Building Replacement

Roof Project -  San Martin Activity Building Replacement

Roof Project -  Del Valle Activity Building Replacement

Roof Project -  Del Valle Snack Bar Building Replacement

Roof Project -  McCormick Pool Bathhouse Replacement

Rynerson Park Fitness Circuit Replace existing aged par course equipment with new outdoor fitness equipment.

Pillars of Community Glass Panel Replacement Replace deteriorating panel graphics.

Nixon Yard- PW/FM Metal Building Abatement, roof replacement and repainting.

Nixon Yard- ERD Metal Building Abatement, roof replacement and repainting.

Nixon Yard- Building C Metal Storage Abatement, roof replacement and repainting.

Backstops- Bolivar Park Replace structure and fencing on Diamond #1and replace site amenities.

Monte Verde Lodge Bifold Door Replacement Replace damaged doors due to continuous use of facility.

Weingart Senior Center Replace carpeting. Possible Weingart Foundation Grant.

Biscailuz Irrigation System Replace obsolete irrigation system.

Waterproofing  Exterior Brick & Wood-Burns 
Center

Includes replaement of play equipment and addition of rubberized surfacing at both Tot Lot and 
School Age play areas; Last replace in 1995.

Waterproofing last completed in 2008; efflorescence showing-should be done every five years.

Water is infiltrating through brick and causing efflorescence in interior stairwells and rooms, 
resulting in potential for structural rebar failure.  Wood is badly deteriorated.

Replace the concrete slab damage by extensive cracking, remove divider wall, includes new 
basketball standards, lights and fencing.

Replace the concrete slab damage by extensive cracking, remove related divider wall, includes new 
basketball standards, lights and fencing
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PURPOSE 
 

The purpose of this policy is to ensure adequate control and 
appropriate use of City fixed assets. The procedures are intended to 
define fixed assets and to establish guidelines for budgeting, 
financial reporting, logging, inventorying, transferring, depreciating, 
and disposing of fixed assets.  

 
POLICY    

       
It is the policy of the City of Lakewood that fixed assets be used for 
appropriate City purposes and be properly accounted for.  It is the 
responsibility of the Administrative Services Department to ensure 
fixed assets will be tagged, inventoried on a periodic basis, and 
accounted for by fund and asset category.  It is the responsibility of 
the Department Heads to ensure that proper budgeting and 
purchasing guidelines are followed and that fixed assets are 
adequately secured.  

 
OBJECTIVES 

 
The City of Lakewood’s fixed asset policy has two (2) objectives: 

 
(i) Accounting and Financial Reporting - To accurately 

account for and report fixed assets to the City 
Council, external reporting agencies, granting 
agencies, and the public. 
 

(ii) Safeguarding – To protect its fixed assets from loss or 
theft. 

 
The Administrative Services Department is responsible for, and has 
established, systems and procedures through which both objectives 
are met. The system and procedures are used to identify, process, 
control, track, and report City fixed assets. 

 
PROCEDURES 
 

Fixed Asset Capitalization 
 
Accounting and Financial Reporting 
In general, all fixed assets, including land, buildings, 
machinery and equipment, with an acquisition cost of $5,000 
or more, will be subject to accounting and reporting 
(capitalization). All costs associated with the purchase or 
construction should be considered, including ancillary costs 
such as freight and transportation charges, site preparation 
expenditures, installation charges, professional fees, and 
legal costs directly attributable to asset acquisition. Specific 
capitalization requirements are described below. 
 

• The capitalization threshold is applied to individual units 
of fixed assets.  For example, ten desks purchased through a 
single purchase order each costing $1,000 will not qualify for 
capitalization even though the total cost of $10,000 exceeds 
the threshold of $5,000. 
 

• The capitalization threshold will generally not be applied 
to components of fixed assets.  For example, a tractor 
purchased with several attachments will not be evaluated 
individually against the capitalization threshold.  The entire 
equipment with components will be treated as a single fixed 
asset. 
 

• Repair is an expense that keeps the property in good 
working condition. The cost of the repair does not add to the 
value or prolong the life of the asset. All repair expenditures 
are charged to the appropriate department fund. 
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• Software programs will be regarded as fixed assets 
subject to capitalization and the cost will be amortized over 
a useful life of 5 years.  Costs associated with software 
maintenance and customer support are considered 
expenditures and will not be capitalized. 

 

• Improvements to existing fixed assets will be presumed 
to extend the useful life of the related fixed asset and, 
therefore, will be subject to capitalization only if the cost of 
the improvement meets the $5,000 threshold.  A fixed asset 
that had an acquisition cost of less than $5,000, but now 
exceeds the threshold as a result of the improvement, 
should be combined with the improvement as a single asset 
and the total cost (original cost plus the cost of the 
improvement) will be capitalized over the estimated useful 
life.  

 

• Capital projects will be capitalized as “construction in 
progress” until completed.  Costs to be capitalized include 
direct costs, such as labor, materials, and transportation, 
indirect costs such as engineering and construction 
management, and ancillary costs such as construction 
period interest. 

 

• Additions and deletions to the fixed asset inventory 
records shall be made on a periodic basis. When fixed 
assets are sold or disposed of, the inventory of Fixed Assets 
should be relieved of the cost of the asset and the 
associated accumulated depreciation. 

 

• Department Heads will need to approve a Property 
Disposition report prior to transfer, auction or disposal of any 
fixed asset. 

 
Depreciation 
Depreciation is computed from the date the fixed asset is 

placed in service until the end of its useful life.  
 

Depreciation method – straight line 
Buildings       50 years 
Building improvement   30 years 
Water and sewer lines  50 years 
Roads      30 years 
Vehicles        7 years 
Office equipment       7 years 
Computer equipment/Software    5 years 
Other equipment       7 years 
 
  Control 
 
Safeguarding 
The Administrative Services Department is responsible for 
establishing and maintaining systems and procedures to properly 
safeguard assets. However, Department Heads are responsible for 
protecting assets under their control from theft or loss. These assets 
are described as follows: 
 
a. The acquisition cost of the fixed asset is equal to or greater 

than $5,000. 
 

b. An asset required to be controlled and separately reported 
pursuant to grant conditions and other operational or externally 
imposed. For example, a grant program that has funded the 
acquisition of a fixed asset may impose a requirement that the 
fixed asset be tracked and identified as a grant funded asset. 

 
Purchasing and Disposal of Property 
Purchasing and disposal of fixed assets will follow the Purchasing 
Ordinance of the Lakewood Municipal Code. 
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PURPOSE 
 
Local governments finance capital improvements in many 
different ways. Current revenues from taxation, fees, fines 
and forfeitures, grants are used as a sort of "pay-as-you-go" 
method of improving infrastructure.  Contributions from 
private property developers in connection with new 
construction are also a way of ensuring public capital 
improvements. Most important, however, is the use of 
borrowed funds and these are largely obtained from the sale 
of securities. 
 
Capital financing and debt issuance involves the 
commitment of city resources for an extended period of 
time; public officials must undertake such transactions only 
after careful planning. Capital Financing and Debt 
Management Policy provides a framework within which 
informed borrowing decisions may be made.  
 
The purpose of this policy is to set forth guidelines for the 
financing of capital expenditures. To enhance 
creditworthiness and prudent financial management, the 
City is committed to systematic capital planning and long-
term financial planning.    
 
 
POLICY 
    
It is the policy of the City of Lakewood to use debt financing 
only for one-time capital improvement projects and unusual 
equipment purchases.  Debt financing, to include general 
obligation bonds, special assessment bonds, revenue 
bonds, temporary notes, lease/purchase agreements, and 

other City obligations permitted to be issued or incurred 
under California law, shall only be used to purchase capital 
assets that will not be acquired from current resources.  The 
useful life of the asset or project shall exceed the payout 
schedule of any debt the City assumes.  This allows for a 
closer match between those that benefit from the asset and 
those who pay for it.  Debt financing will not be considered 
for any reoccurring purpose such as operating and 
maintenance expenditures.   
 
 
OBJECTIVES 
 
The City of Lakewood’s Capital Financing and Debt 
Management Policy has two (2) objectives:  
 

(i) To ensure that borrowing is done only when it is 
appropriate; and  
 

(ii) To ensure that borrowing is done in the most cost-
effective manner possible. 

 

The primary responsibility for making debt-financing 
recommendations rests with the Director of Administrative 
Services.  Responsibilities include: 
 

• Consider all options for interim financing including short 
term and inter-fund borrowing, taking into considerations 
possible federal and state grants and/or reimbursements; 

• Effects of the proposed actions on local tax rates, fees, 
and user charges; 

• Trends in the bond market structures; 
• Trends in interest rates; and 
• Other factors deemed appropriate. 
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PROCEDURES 
 
A. Capital Financing 

 
1. The City will consider the use of debt financing only for 

one-time capital improvement projects and only under 
the following circumstances: 

 

a. When the projects useful life will exceed the term of 
the financing. 
 

b. When project revenues or specific resources will be 
sufficient to service the long term debt. 
 

2. The City will use the following criteria to evaluate pay-as-
you-go versus long-term financing in funding capital 
improvements: 

 
Factors Favoring Pay-As-You-Go Financing 
 

a. Current revenues and adequate fund balances are 
available or project phasing can be accomplished. 
 

b. Existing debt levels adversely affect the City’s credit 
rating. 
 

c. Market conditions are unstable or present difficulties 
in marketing. 

 
Factors Favoring Long Term Financing 
 

a. Revenues available for debt service are deemed 
sufficient and reliable so that long-term financings 
can be marketed with investment grade credit ratings. 
 

b. The project securing the financing is of the type, 
which will support an investment grade credit rating. 
 

c. Market conditions present favorable interest rates 
and demand for City financings. 
 

d. A project is mandated by state and federal 
requirements, and resources are insufficient or 
unavailable. 
 

e. The project is immediately required to meet or relieve 
capacity needs and current resources are insufficient 
or unavailable. 
 

f. The life of the project or asset to be financed is 10 
years or longer. 

 
B. Debt Management 

 
1. The City will not obligate the General Fund to secure 

long-term financings except when marketability can be 
significantly enhanced. 

 
2. An internal feasibility analysis will be prepared for each 

long-term financing which analyzes the impact on current 
and future budgets for debt service and operations.  This 
analysis will also address the reliability of revenues to 
support debt service. 
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3. The City will generally conduct financings on a 
competitive basis.  However, negotiated financing may 
be used due to market volatility or the used of an 
unusual or complex financing or security structure. 
 

4. The City will seek an investment grade rating (Baa/BBB 
or greater) on any direct debt and will seek credit 
enhancements such as letters of credit or insurance 
when necessary for marketing purposes, availability and 
cost-effectiveness. 
 

5. The City will monitor all forms of debt annually coincident 
with the City’s Financial Plan preparation and review 
process and report concerns and remedies, if needed, to 
the Council. 
 

6. The City will diligently monitor its compliance with bond 
covenants and ensure its adherence to federal arbitrage 
regulations. 
 

7. The City will maintain good, ongoing communications 
with bond rating agencies about its financial condition.  
The City will follow a policy of full disclosure on every 
financial report and bond prospectus (Official Statement). 

 
C. Debt Capacity 

 
1. General Purpose Debt Capacity.  The City will carefully 

monitor its levels of general purpose debt.  Because our 
general purpose debt capacity is limited, it is important 
that we only use general purpose debt financing for high-
priority projects where we cannot reasonable use other 
financing methods for two key reasons: 

 

a. Funds borrowed for a project today are not available 
to fund other projects tomorrow. 
 

b. Funds committed for debt repayment today are not 
available to fund operations in the future. 

 
2. Enterprise Fund Debt Capacity.  The City will set 

enterprise fund rates at levels needed to fully cover debt 
service requirements as well as operations, 
maintenance, administration and capital improvement 
costs.  The ability to afford new debt for enterprise 
operations will be evaluated as an integral part of the 
City’s rate review and setting process. 

 
D. Independent Disclosure Counsel 

 
The following criteria will be used on a case-by-case basis in 
determining whether the City should retain the services of 
an independent disclosure counsel in conjunction with 
specific project financings: 

 
 

1. The City will generally not retain the services of an 
independent disclosure counsel when all of the following 
circumstances are present: 

 

a. The revenue source for repayment is under the 
management or control of the City, such as general 
obligation bonds, revenue bonds, lease-revenue 
bonds or certificates of participation. 
 

b. The bonds will be rated or insured. 
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2. The City will consider retaining the services of an 
independent disclosure counsel when one or more of 
following circumstances are present: 

 

a. The financing will be negotiated and the underwriter 
has not separately engaged an underwriter’s counsel 
for disclosure purposes. 
 

b. The revenue source for repayment is not under the 
management or control of the City, such as land-
based assessment districts, tax allocation bonds or 
conduit financings. 
 

c. The bonds will not be rated or insured. 
 

d. The City’s financial advisor, bond counsel or 
underwriter recommends that the City retain an 
independent disclosure counsel based on the 
circumstances of the financing. 
 

E. Refinancing 
 

1. General Guidelines.  Periodic reviews of all outstanding 
debt will be undertaken to determine refinancing 
opportunities.  Refinancings will be considered (within 
federal tax law constraints) under the following 
conditions: 

 

a. There is a net economic benefit. 
 

b. It is needed to modernize covenants that are 
adversely affecting the City’s financial position or 
operations. 
 

c. The City wants to reduce the principal outstanding in 
order to achieve future debt service savings, and it 
has available working capital to do so from other 
resources. 

 
2. Standards for Economic Savings.  In general, 

refinancing for economic savings will be undertaken 
whenever net present value savings of at least five 
percent (5%) of the refunded debt can be achieved. 

 

a. Refinancings that produce net present value savings 
of less than five percent will be considered on a case-
by-case basis, provided that the present value 
savings are at least three percent (3%) of the 
refunded debt. 
 

b. Refinancing with saving of less than three percent 
(3%), or with negative savings, will not be considered 
unless there is a compelling public policy objective. 
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I. Scope 
This policy applies to the investment of the City of Lakewood’s 
(“City”) applies to all funds accounted for in the annual 
budget.  Funds of the City will be invested in compliance with 
the provisions of, but not necessarily limited to California 
Government Code Section 53601 et sec and other applicable 
statutes.  Investments will be in accordance with these 
policies and written administrative procedures. This policy 
does not regulate the investment of bond proceeds. 
 
II. Objectives 
The objectives, in priority order, of the City of Lakewood’s 
investment activities shall be: 
 
Safety 
Safety of principal is the primary and most important objective 
of the investment program.  Investments of the City will be 
made in a manner that seeks to ensure the preservation of 
capital in the overall portfolio.  To attain this objective, the City 
will endeavor to mitigate credit and market risk. 
 
Liquidity 
The City’s investment portfolio will remain sufficiently liquid to 
enable the City to meet all operating requirements which 
might be reasonably anticipated.  This will be achieved 
through maturity diversification and purchases of securities 
with an established secondary market. 
  
Yield  
The City’s investment portfolio shall be designed with the 
objective of attaining a market rate of return throughout 
budgetary and economic cycles, taking into account the 
investment risk constraints,  liquidity needs, and cash flow 
characteristics of the portfolio. Return on investment is of 

secondary importance compared to the safety and liquidity 
objectives described above. 
 
III. Standards of Care 
 
Prudence 
The City of Lakewood adheres to the guidance provided by 
the “prudent investor” standard (CA 53600.3) to insure that: 
 
“When investing, reinvesting, purchasing, acquiring, 
exchanging, selling, or managing public funds, a trustee shall 
act with care, skill, prudence, and diligence under the 
circumstances then prevailing, including, but not limited to, the 
general economic conditions and the anticipated needs of the 
agency, that a prudent person acting in a like capacity and 
familiarity with those matters would use in the conduct of 
funds of a like character and with like aims, to safeguard the 
principal and maintain the liquidity needs of the agency.  
Within the limitations of this section and considering individual 
investments as part of an overall strategy, investments may 
be acquired as authorized by law.” 
 
This standard of prudence is to be used by all investment staff 
and will be applied in the context of managing an overall 
portfolio. 
 
Ethics and Conflicts of Interest 
Officers and employees involved in the investment process 
shall refrain from personal business activity that could conflict 
with the proper execution and management of the investment 
program, or that could impair their ability to make impartial 
decisions. Employees and investment officials shall disclose 
any material interests in financial institutions with which they 
conduct business. They shall further disclose any personal 
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financial/investment positions that could be related to the 
performance of the investment portfolio. Employees and 
officers shall refrain from undertaking personal investment 
transactions with the same individual with whom business is 
conducted on behalf of the City. 
 
Delegation of Authority  
The authority to invest City funds rests with the Administrative 
Services Director and his designated staff, herein referred to 
as investment staff.  No person may engage in an investment 
transaction except as provided under the terms of this policy 
and the procedures established.  The Administrative Services 
Director shall be responsible for all transactions undertaken 
and will establish a system of controls to regulate the activities 
of subordinate officials. 
 
The City may delegate its investment decision making and 
execution authority to an investment advisor.  The advisor 
shall follow the policy and such other written instructions as 
are provided. 
 
IV. Authorized and Suitable Investments 
Surplus funds of local agencies may only be invested in 
certain eligible securities as listed below.  The investment 
strategy for the City of Lakewood is to administer an 
operational portfolio.  A definition of an operational portfolio is 
to have adequate funds available at all times to meet 
appropriated and projected cash flow requirements for the 
City of Lakewood.  
 
The City of Lakewood does NOT purchase or sell securities 
on MARGIN. 
 

1.  U.S. Treasury Obligations.  United States Treasury notes, 
bonds, bills, or certificates of indebtedness, or those for which 
the full faith and credit of the United States are pledged for the 
payment of principal and interest.  There are no portfolio 
percentage limits for U.S. Treasury obligations. 
 
2.  U.S. Government Agency Issues.  Federal agency or 
United States government-sponsored enterprise obligations, 
participations, or other instruments, including those issued by 
or fully guaranteed as to principal and interest by federal 
agencies or United States government-sponsored enterprises.  
There are no portfolio percentage limits for U.S. Government 
Agency obligations. 
 
3.  Municipal Investments.  Registered treasury notes or 
bonds of any of the other 49 United States in addition to 
California, including bonds payable solely out of the revenues 
from a revenue-producing property owned, controlled, or 
operated by a state or by a department, board, agency, or 
authority of any of the other 49 United States, in addition to 
California.  Obligations are required to be rated in one of the 
two highest categories by a nationally recognized statistical 
rating organization (NRSRO).  There are no portfolio 
percentage limits for municipal obligations. 
 
4.  Negotiable Certificates of Deposit.  Negotiable certificates 
of deposit or deposit notes issued by a nationally or state-
chartered bank or a state or federal savings and loan 
association or by a state-licensed branch of a foreign bank.  
Eligible negotiable certificates of deposit shall be rated in 
category "AA" or its equivalent or better by a NRSRO.   No 
more than 30% of the City’s portfolio may be invested in 
negotiable certificates of deposit and no more than 10% may 
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be invested with a single issuer. 
 
5.  Time Deposits/Time Certificates of Deposit (CDs).   Time 
Deposits/Time Certificates of Deposit (CDs) placed with 
commercial banks and savings and loans.  Time certificates of 
deposit shall meet the conditions in either paragraph (a) or 
paragraph (b) below: 
 

(a) Time certificates of deposit shall meet the requirements 
for deposit under Government Code Section 53635 et. seq.  
The Administrative Services Director, for deposits up to the 
current FDIC insurance limit, may waive collateral 
requirements if the institution insures its deposits with the 
Federal Deposit Insurance Corporation (FDIC).  The City shall 
have a signed agreement with the depository per California 
Government Code (Hereafter Code) 53649.  

 
(b) Fully insured time certificates of deposit placed through 

a deposit placement service shall meet the requirements 
under Code Section 53601.8. 
 
There is no portfolio percentage limit for Time Deposits/Time 
Certificates of Deposit (CDs).  The maximum maturity shall be 
limited to one year. 
6.  Money Market Funds.  Shares of beneficial interest issued 
by diversified management companies that are money market 
funds registered with the Securities and Exchange 
Commission under the Investment Company Act of 1940 (15 
U.S.C. See. 80a-1, et seq.). To be eligible for investment 
pursuant to this subdivision, these companies shall either: (1) 
attain the highest ranking or the highest letter and numerical 
rating provided by not less than two nationally recognized 
statistical rating organizations; or (2) retain an investment 
advisor registered or exempt from registration with the 

Securities and Exchange commission with not less than five 
years' experience managing money market mutual funds with 
assets under management in excess of five hundred million 
dollars ($500,000,000). A maximum of 20% of the City’s 
portfolio may be invested in money market funds. 
 
The purchase price of shares shall not exceed 20 % of the 
City’s surplus money nor include any commission charged by 
the fund.  No more than 10% of the City’s portfolio may be 
invested in any one fund. 
 
7.   Government Pools.  Shares of beneficial interest issued 
by a joint powers authority (6509.7) that invests in securities 
authorized by Section 53601 of the California Government 
Code.  Each share shall represent an equal proportional 
interest in the underlying pool of securities owned by the joint 
powers authority.  To be eligible under this section, the joint 
powers authority issuing the shares shall have retained an 
investment adviser that meets all of the following criteria:  
 
 (a) The adviser is registered or exempt from registration 
with the Securities and Exchange Commission. 
 
 (b) The adviser has not less than five years of experience 
investing in the securities and obligations authorized in 
California Government Code section subdivisions (a) to (n), 
inclusive. 
 
 (c) The adviser has assets under management in excess 
of five hundred million dollars ($500,000,000). 
 
There is no portfolio percentage limit for Government Pool 
holdings. 
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8.   State of California's Local Agency Investment Fund.  
Investment in LAIF may not exceed the current LAIF limit and 
should be reviewed periodically. 
 
9.   Los Angeles County Pool.  Investment in the Los Angeles 
County Pool may not exceed the current pool limits and 
should be reviewed periodically. 
 
10.  Commercial paper.  Commercial paper of “prime” quality 
of the highest ranking or of the highest letter and number 
rating as provided for by a nationally recognized statistical-
rating organization. The entity that issues the commercial 
paper shall meet all of the following conditions in either 
paragraph (a) or paragraph (b): 
 

(a) The entity meets the following criteria:   
 

(i) Is organized and operating in the United States as a 
general corporation.   

(ii) Has total assets in excess of five hundred million 
dollars ($500,000,000).   

(iii) Has debt other than commercial paper, if any, that 
is rated “A” or higher by a NRSRO. 

 
(b) The entity meets the following criteria:  (i) Is organized 

within the United States as a special purpose corporation, 
trust, or limited liability company.  (ii) Has program wide credit 
enhancements including, but not limited to, over 
collateralization, letters of credit, or surety bond.  (iii) Has 
commercial paper that is rated “A-1” or higher, or the 
equivalent, by a NRSRO. 
 
Purchases of eligible commercial paper may not exceed 25% 
of the City’s portfolio, 270 days maturity nor represent more 

than 10% of the outstanding paper of an issuing corporation.  
Additionally, no more than 10% of the City’s funds may be 
invested with a single issuer. 
 
11. Corporate Notes.  Medium-term notes, defined as all 
corporate and depository institution debt securities with a 
maximum remaining maturity of five years of less, issued by 
corporations organized and operating within the Unites States 
or by depository institutions licensed by the United States, or 
any state and operating within the United States.  Medium-
term corporate notes shall be rated in a rating category of “A” 
or its equivalent or better by a NRSRO.  Purchase of medium-
term notes may not exceed 30% of the City’s investment 
Portfolio.  No more than 10% of the City’s total investment 
portfolio may be invested in the debt of any one corporation. 
 
 
V. Ineligible Investments 
Any security type or structure not specifically approved by this 
policy is hereby prohibited; these include, but are not 
restricted to, the following: 
 

(a) "Complex" derivative securities such as range notes, 
dual index notes, inverse floating-rate notes, leveraged or 
deleveraged floating-rate notes, or any other complex 
variable-rate or structured note. 

 
(b) Interest-only strips that are derived from a pool of 

mortgages, or any security that could result in zero interest 
accrual if held to maturity. 

 
(c) Financial Futures and Financial Options also known as 

forward contracts for securities. 
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VI. Investment Parameters 
 
Diversification.  The City’s investments shall be diversified by: 
 
• Limiting investments to avoid over concentration in 

securities from a specific issuer or sector. 
 

• Limiting investment in securities that have higher credit 
risks. 
 

• Investing in securities with varying maturities. 
 

• Continuously investing a portion of the portfolio in readily 
available funds such as local  government investment 
pools or money market funds to ensure that appropriate 
liquidity is maintained in order to meet ongoing obligations. 

 
Maximum Maturities.  To the extent possible, the City shall 
attempt to match its investments with anticipated cash flow 
requirements.  Unless stated otherwise in Section IV of this 
Policy or approval made by the City’s executive body, the 
maximum maturity of the City’s eligible investments will not 
exceed five years. 
 
Sale of Securities.  The City does not make investments for 
the purpose of trading or speculation, but buys with the 
prevalent intent to hold securities to maturity.  The prohibition 
of speculative investment precludes pursuit of profit through 
unusual risk or conjectural fluctuations in market prices.  
However, fluctuations in market rates or changes in credit 
quality may produce situations where securities may be sold 
at a nominal loss in order to mitigate further erosion of 
principal or to reinvest proceeds of sale in securities that will 
out-perform the original investment. 

 
VII. Depository Services 
 
Legal Constraints 
Money must be deposited in state or national banks, state or 
federal savings associations, or state or federal credit unions 
in the state.  It may be in inactive deposits, active deposits or 
interest-bearing active deposits.  The deposits cannot exceed 
the amount of the bank's or savings and loan's paid up capital 
and surplus. 
 
The bank or savings and loan must secure the active and 
inactive deposits with eligible securities having a market value 
of 110% of the total amount of the deposits.  State law also 
allows, as an eligible security, first trust deeds having a value 
of 150% of the total amount of the deposits.  A third class of 
collateral is letters of credit drawn on the Federal Home Loan 
Bank (FHLB).  As a matter of policy, the City does not accept 
150% collateral in first trust deeds or 105% Letters of Credit 
drawn on the FHLB, even though the state statutes allow 
municipalities to accept them. 
 
The treasurer may at his discretion waive security for that 
portion of a deposit which is insured pursuant to federal law.  
Currently, the first $250,000 of a deposit is federally insured.  
It is to the City's advantage to waive this collateral 
requirement for the first $250,000 because we receive a 
higher interest rate.  If funds are to be collateralized, the 
collateral we accept is 110% of the deposit in government 
securities. 
 
Depository Services 
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Active deposits are demand or checking accounts which 
receive revenues and pay disbursements.  The City of 
Lakewood has three demand accounts: 
 

General checking account 
Payroll checking account 
Redevelopment Agency bond proceeds checking 
account 

 
Interest-bearing active deposits are money market 
accounts at a financial institution (i.e., bank, savings and loan, 
credit union).  These accounts are demand accounts (i.e., 
checking accounts) with restricted transaction activity.  The 
City of Lakewood has one account of this nature for the 
Lakewood Redevelopment Agency. 
 
Inactive deposits are Certificates of Deposit issued in any 
amount for periods of time as short as 14 days and as long as 
several years.  Interest must be calculated on a 360-day 
basis, actual number of days.  At any given time, the City may 
have certificates of deposit in 30 or 40 financial institutions.  
As a matter of policy, we do not invest in CD's for longer than 
one year. 
 
We require that each financial institution submit current 
financial statements which are evaluated by staff prior to the 
investment of funds.  We use the following criteria: 
 
• The institution must have been in business at least three 

years. 
 

• The institution must submit audited financial statements. 
 

• The institution must have assets of at least $50 million and 
a net worth to liability ratio of 3.5 to 1.  For calculations, 
net worth does not include subordinated debt and 
Reserves for Allowance for Loan Losses. 
 

• City investments of less than 180 days to maturity can use 
a net worth to asset ratio of 3 to 1. 
 

• Investments in Credit Unions require an Equity (net worth) 
to Asset Value of 5.0%.  The loan balance to share draft 
ratio is compared to industry standards, but should not 
exceed 90%.  The City may invest funds for a period up to 
120 days in institutions with a Regular Reserve to Loan 
Balance ratio of at least 3.25%.  For longer periods of 
time, the ratio must be at least 4.0%. 

• In addition, examination is made of the Reserve for Loan 
Losses category to evaluate the financial trend of the 
institution's asset base.  Comparison is made of institution 
ratio values to the industry averages. 

 
Under deposits, if data is available, we track the ratio of 
$100,000 certificates of deposit (brokered money) to the total 
deposit base.  A percent greater than 50% is an area of 
concern. 
 
Whenever possible, the use of several years' financial data is 
evaluated to present a trend of activity in the institution. 
 
We also require that interest be paid to the City on a monthly 
basis (current state law only requires quarterly payment).  We 
do not place more than $100,000 in a savings and loan, small 
bank, or credit union. 
 
VIII. Safekeeping and Custody 
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Delivery vs. Payment 
All investment transactions will be executed on a delivery 
versus payment basis.  Securities will be held in safekeeping 
by a third party custodian designated by the City.  The 
custodian will be required to provide timely (written or on-line) 
confirmation of receipt and monthly position and transaction 
reports. 
IX. Reporting Requirements  
 
Monthly Reporting 
The Administrative Services Director will provide to the City 
Council monthly investment reports that provide a detailed 
summary of transactions in the City’s portfolio. 
 
Quarterly Reporting 
The Administrative Services Director will provide to the City 
Council quarterly investment reports which provide a detailed 
summary of the status of the investment program.  The 
quarterly report will contain the following:   
 
• The type of investment, issuer, and date of maturity par 

and dollar amount invested on all securities, investments 
and moneys held by the local agency. 

 
• A description of any of the local agency's funds, 

investments, or programs that are under the management 
of contracted parties, including lending programs. 

 
• A current market value as of the date of the report and the 

source of this same valuation for all securities held by the 
local agency, and under management of any outside party 
that is not also a local agency or the State of California 
Local Agency Investment Fund. 

 
• A statement of compliance with the Government Code and 

this policy. 
 
• A statement denoting the ability of the local agency to 

meet its pool's expenditure requirements for the next six 
months, or provide an explanation as to why sufficient 
money shall, or may, not be available. 

 
X. Performance Standards  
The City’s portfolios are managed with the objective of 
obtaining a market rate of return, commensurate with 
identified risk constraints and cash flow characteristics.  
Because the composition of the portfolio fluctuates, 
depending on market and credit conditions, various indices 
will be used to monitor performance. 
 
XI. Investment Advisor Review 
The performance if the city’s investment advisor and 
investment advisory firm shall be reviewed annually based on 
the following criteria: 
 

• Understanding of the city’s overall investment program 
and the investment objectives and constraints unique to 
the city, and approach to management of the city’s 
portfolio. 

 
• Experience, resources, and qualifications of the firm and 

individuals assigned to this account. 
 
• Experience of the firm in managing state/local/district 

government reserve funds.   
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• Performance of the managed portion of the city’s 
portfolio. 

 
• Reporting methodology and additional investment of 

financial services offered or available through affiliation. 
• Fees, relative to services. 

 
XII. Policy Considerations 
This policy shall be reviewed on an annual basis. Any 
changes must be approved by the investment officer and any 
other appropriate authority, as well as the individual(s) 
charged with maintaining internal controls.  
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Fund balance refers to the difference between assets and 
liabilities in the city’s governmental funds balance sheet.  
This information is one of the most widely used elements of 
state and local government financial statements.  Financial 
statement users examine fund balance information to 
identify the available liquid resources that can be used to 
repay long-term debt, add new programs, finance capital 
improvements, or enhance the financial position of the city. 
 
PURPOSE 
 
The purpose of this policy is to improve financial reporting 
by establishing fund balance classifications that create a 
hierarchy based on the extent to which the City is bound to 
observe spending constraints that govern how the City can 
use amounts reported in the governmental fund balance 
sheet.  This policy satisfies the requirements of GASB 
Statement No. 54. 
 
POLICY 
 
It is the policy of the City of Lakewood to identify the various 
classifications of the City’s governmental fund balance in its 
Comprehensive Annual Financial Report (CAFR).  These 
classifications take into consideration the City’s long-term 
infrastructure needs, non-current liabilities, stabilization 
funds, funds necessary to mitigate economic uncertainties, 
funding that has spending constraints such as grants, and 
fixed assets that will not easily convert to cash.  The fund 
balance is a tool the City uses to have an effective long-term 
financial plan, as well to ensure sufficient liquidity for the 
City meets its financial obligations in the short-term. 
 

OBJECTIVES 
The City of Lakewood’s Fund Balance Policy has two (2) 
objectives:  
 

(i) To determine the available liquid resources; and  
 

(ii) To provide the information necessary to make 
informed financial decisions. 

 

The classifications of the City’s governmental fund balance 
are designed to clarify the extent to which the City is bound 
to honor constraints on the specific purposes for which 
amounts in the fund can be spent, rather than to simply 
represent the financial resources available for appropriation. 
 
OVERVIEW 
 
Governmental funds represent one of three categories of 
funds; the other two categories are proprietary funds (water 
enterprise fund, and fleet and print-shop internal service 
funds), and fiduciary funds (pension funds held in trust).   
 
Governmental funds are used to account for activities 
primarily supported by taxes, fees, grants, and bond 
proceeds.   
 
Governmental funds are further classified into five fund 
types: General Fund, the chief operating fund of the City; 
Special Revenue Funds, which account for funds legally 
restricted for a specific use; Debt Service Fund; Capital 
Projects Fund; and Permanent Funds for endowment 
arrangements. 
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Governmental funds are designed to focus on the near-term.  
To do this, governmental funds present only the subset of 
the City’s assets that are considered the City’s current 
financial resources, and the corresponding sub-set of 
liabilities that is expected to be liquidated with those current 
financial resources, resulting in a method to assess the 
City’s financial liquidity.  Because governmental funds report 
only a subset of assets and liabilities, the difference 
between the two, or fund balance, is a measure of working 
capital – not of net worth. 
 
The fund balance is only an approximate measure of 
liquidity or working capital.  It is this discrepancy of 
measuring working capital that requires the City to recognize 
what makes-up the fund balance and isolate funds that are 
needed for longer-term obligations, discern what funds are 
restricted for specified purposes, and pull-out funds that are 
not available at all.  To accomplish this, the City’s financial 
statements for governmental funds are comprised of five (5) 
fund balance classifications: 
 

(i)  Nonspendable Funds 

(ii)  Restricted Funds 

(iii) Committed Funds 

(iv) Assigned Funds 

(v)  Unassigned Funds 
 
 
NONSPENDABLE & RESTRICTED FUND BALANCE 
 
The first two classifications are subject to requirements 
outside the local governing body’s control for financial 

decision-making and planning purposes; Nonspendable 
resources are essentially irrelevant, and Restricted 
resources are of no discretionary value.  Accordingly, this 
policy will just briefly describe Nonspendable and Restricted 
funds in this Section.  
 
Nonspendable Funds 
Some of the assets that are included in determining the 
City’s fund balance are inherently nonspendable:  
 

• Assets that will never convert to cash, such as 
prepaid items and inventories. 
 

• Assets that will not convert to cash within sixty (60) 
days from the start of the fiscal year, such as long-
term loans receivable, and non-financial assets held 
for resale.  

 
• Assets that must be maintained intact pursuant to 

legal or contractual requirements, such as an 
endowment. 

 
Restricted Funds 
Restricted funds describe the portion of the fund balance 
that is subject to externally enforceable legal restrictions, 
these restrictions fall into three (3) categories: 
 

(i) Restrictions are imposed by parties altogether 
outside the scope of the City’s governance: 

 
• Creditors (typically through a debt covenant) 
• Grantors (typically state, federal and other 

governmental agencies) 
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• Contributors 
• Other governments. 

 
(ii) Restrictions that arise when the authorization to raise 

revenues is conditioned upon the revenue being used 
for a particular purpose, such as: 

 
• Gas taxes must be used for street repair 
• Prop C must be used for fixed transit routes 
• Prop A must be used for transit programs  
• Measure R must be used for local street repair 
 

(iii) Long-term loans receivable and non-financial assets 
that are collected can also be considered Restricted if 
the collected funds are subject to an externally 
enforceable restriction on how they can be spent. 

 
PROCEDURES 
 
This Section provides a comprehensive protocol on what is 
legally deemed the unrestricted portion of the fund balance, 
and the order in which the classifications are spent. 
 
The unrestricted portion of the fund balance is comprised of 
the City’s fund balance or resources that are classified as 
Committed Funds, Assigned Funds, or Unassigned Funds.  
 
UNRESTRICTED FUND BALANCE 
 
Committed Funds 
Committed funds describe the portion of the fund balance 
that is constrained by limitations imposed by the Lakewood 
City Council and/or the Lakewood Redevelopment Agency.  

The Council and/or Agency imposed limitation must occur 
no later than the close of the reporting period and remains 
binding unless removed under the same manner. 
 
 Types of commitments: 

• Self Insurance 
• Pension Obligations 
• Refuse Stabilization 
• Economic Uncertainties 
• Capital Projects 

 
Self Insurance 
Since 1998, $4 million has been held in reserve in the 
General Fund for self Insurance.  These funds are held to 
cover liability and worker’s compensation expenses that are 
in excess of the costs covered by the California Joint 
Powers Insurance Authority, CJPIA.  The CJPIA has 
historically covered all costs for the city, so the use of these 
funds is rare and would only be used for very large 
unpredictable claims. Periodic review of this amount is 
required to ensure adequate funds are available. 
 
Pension Obligations 
Pension obligations include: CalPERS, California Public 
Employees’ Retirement System; OPEB, other post-
employment benefits (retiree health benefit); and PARS, 
Public Agency Retirement Services.   
 
Every year CalPERS provides an Annual Valuation Report.  
This report specifies the employer contribution rate for both 
‘normal cost’ and amortized costs, and unfunded liability.  
Using a weighted amortized cost rate, the unfunded liability 
attributed to amortized cost is computed.  This computed 
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amount is then held as a Committed fund balance in the 
General Fund.   
 
The funds necessary to cover OPEB obligations is 
determined by a biennial actuarial as of June 30 every odd 
year.  This actuarial computes the unfunded accrued 
liability, this amount is then transferred into the OPEB Trust.  
On even years, City staff computes the estimated OPEB 
unfunded liability using the assumptions presented in the 
prior year’s actuarial.  This amount is held in the General 
Fund as a Committed Fund Balance to be paid to the Trust 
in the following year per the actuarial. 
 
The PARS plan also has a biennial actuarial as of June 30 
every odd year.  The actuarial provides the PARS ‘normal 
rate’ and the unfunded actuarial liability rate.  Using a 
weighted unfunded actuarial liability rate, the unfunded 
liability cost is computed, which is then held as a Committed 
fund balance in the General Fund.  The PARS unfunded 
actuarial liability and Committed fund balance are reduced 
each year resulting in full funding by 2025. 
 
Refuse Stabilization 
The refuse stabilization funds of $1,964,966 were built up 
over a period of years using the Long Beach SERRF 
rebates.  In Fiscal Year 2010, the rebate program ceased.  
The rate stabilization funds were set aside to offset sharp 
increases in cost due to the implementation of a new refuse 
related program, or offset large annual increases (greater 
than 10%), or unexpected increases within the fiscal year 
(greater than 3%) in refuse collection or disposal.  New 
programs and rate increase of ten percent or greater is 
unusual, and rate increases mid-year even more so; the use 

of these funds to offset rate increases would be rarely used 
and would only provide a bridge to the new higher rate. 
 
Economic Uncertainties 
The amount for economic uncertainties is computed as 20% 
of the General Fund’s annual operating expenditures.  
These funds are held to offset major or unexpected 
reductions in revenue.  Reduction in revenue equal to or 
greater than 10% would trigger the use of these funds to 
support core city services.  The city has yet to experience a 
ten percent drop in revenues; the use of these funds is rare. 
 
Capital Projects 
The amount for discrete contracts and purchases is limited 
to the required continuing appropriations or encumbrances 
for contracts or purchases that required Council approval.  
These contracts and purchases are discrete in that they are 
one-time in nature. 
 
Assigned Funds 
Assigned funds describe the portion of the fund balance that 
reflects the intended use of resources by the Lakewood City 
Council and/or the Lakewood Redevelopment Agency.  The 
amounts set aside for an intended use can be assigned by 
the City Manager.   
 
 Types of Assigned Funds:  

• Infrastructure and Structures 
• Equipment Replacement 
• Contract Services in Case of Emergency 

 
Infrastructures and Structures 
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These Assigned funds are set aside to for major emergency 
or unexpected necessary repairs of the City’s streets, hard-
scape, facilities, communication and technology systems, or 
other owned City property.  The Assigned amount is the 
value of the assets before depreciation divided by thirty, 
which corresponds to the CAFR thirty-year depreciation 
schedule. 
 
 
Equipment Replacement 
These Assigned funds are set aside to for emergency or 
unexpected replacement of the City’s vehicles or equipment.  
The Assigned amount is the value of the assets before 
depreciation divided by seven, which corresponds to the 
CAFR seven-year depreciation schedule. 
 
Contract Services in Case of Emergency 
These Assigned funds are set aside to for contract services 
necessary to deal with an emergency or unexpected event.  
The Assigned amount is equivalent to the current one-month 
costs of the top eight contract services, and one-month 
lease from the Lakewood Stables. 
 
Unassigned Funds 
The General Fund often will have net resources in excess of 
what is classified in one of the four previous categories.  
This amount is presented as the unassigned fund balance.  
Only the general Fund can report a positive unassigned fund 
balance; however, all governmental funds can report a 
negative unassigned fund balance. 
 
Use of Resources 

In circumstances when an expenditure is made for a 
purpose for which amounts are available in multiple fund 
balance classifications, the order of allocation of these 
available funds is first restricted, second committed, third 
assigned, and lastly unassigned amounts. 
 
 
SUMMARY 
 
 
Components of the Fund Balance 
 

Nonspendable Fund Balance  
• Inherently nonspendable 
• Portion of net resources that cannot be spent 

because of their form 
• Portion of net resources that cannot be spent 

because they must be maintained intact 
Restricted Fund Balance  

• Externally enforceable limits on use 
• Limitations imposed by creditors, grantors, 

contributors, or laws and regulations of other 
governments 

• Limitations imposed by law through constitutional 
provisions or enabling legislation 

Committed Fund Balance  
• Council/Agency Self-imposed Limitations set in place 

prior to the end of the fiscal year 
• Limitation imposed at highest level of decision 

making that requires formal action at the same level 
to remove 

Assigned Fund Balance 
• Limitation resulting from intended use 



CITY OF LAKEWOOD 
Governmental Fund Balance Policy 

 

187 

 

• Intended use established by the City Manager 
Unassigned Fund Balance  

• Total fund balance in the General Fund in excess of 
nonspendable, restricted, committed and assigned 
fund balance (surplus) 

• Excess of nonspendable, restricted, and committed 
fund balance over total fund balance (deficit) 

Use of Fund Balance 
• Restricted 
• Committed 
• Assigned 

GLOSSARY 
 
State and local governments use three broad categories of 
funds: governmental funds, proprietary funds and fiduciary 
funds.  
 
Governmental funds include the following.  
 

• General fund. This fund is used to account for 
general operations and activities not requiring the use 
of other funds.  
 

• Special revenue funds are required to account for the 
use of revenue earmarked by law for a particular 
purpose. State and federal fuel tax revenues require 
special revenue funds, because federal and state 
laws restrict these taxes to transportation uses.  
 

• Capital projects funds are used to account for the 
construction or acquisition of fixed assets such as 
buildings, equipment and roads. Depending on its 
use, a fixed asset may instead be financed by a 

special revenue fund or a proprietary fund. A capital 
project fund exists only until completion of the project.  
Fixed assets acquired and long-term debts incurred 
by a capital project are assigned to the government's 
General Fixed Assets and Long-Term Debits.  
 

• Debt service funds are used to account for money 
that will be used to pay the interest and principal of 
long-term debts. Bonds used by a government to 
finance major construction projects, to be paid by tax 
levies over a period of years, require a debt service 
fund to account for their repayment.  
 
The debts of special assessment and proprietary 
funds are serviced within those funds, rather than by 
a separate debt service fund.  
 

• Special assessment funds account for public 
infrastructure improvements financed by special 
levies against property holders. Sidewalk and alley 
repairs often rely on special assessments.  
 

Proprietary funds include the following. 
 

• Internal service funds are used for operations serving 
other funds or departments within a government on a 
cost-reimbursement basis. A printing shop, which 
takes orders for booklets and forms from other offices 
and is reimbursed for the cost of each order, would 
be a suitable application for an internal service fund.  
 

• Enterprise funds are used for services provided to the 
public on a user charge basis, similar to the operation 
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of a commercial enterprise.   Water and sewage 
utilities are common examples of government 
enterprises.  
 

Fiduciary funds are used to account for assets held in trust 
by the government for the benefit of individuals or 
other entities. The employee pension fund, created 
by the State of Maryland to provide retirement 
benefits for its employees, is an example of a 
fiduciary fund.  Financial statements may further 
distinguish fiduciary funds as either trust or agency 
funds; a trust fund generally exists for a longer period 
of time than an agency fund.  
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GLOSSARY 
 

(a) Bidder’s List.  “Bidder’s List” shall mean a list of 
responsible prospective vendors capable of 
providing the items being bid upon. 
 

(b) Competitive Bid.  Transparent procurement method 
in which bids from competing contractors, suppliers, 
or vendors are invited by openly advertising the 
scope, specifications, and terms and conditions of 
the proposed contract as well as the criteria by 
which the bids will be evaluated. Competitive 
bidding aims at obtaining goods and services at the 
lowest prices by stimulating competition, and by 
preventing favoritism. In (1) open competitive 
bidding (also called open bidding), the sealed bids 
are opened in full view of all who may wish to 
witness the bid opening; in (2) closed competitive 
bidding (also called closed bidding), the sealed bids 
are opened in presence only of authorized 
personnel.  

 
(c) Cooperative Bid.  “Cooperative Bid” is when several 

government agencies join together to create one bid 
document combining all agencies product volume 
for consideration of the bidder in determining the 
unit cost. 

 
(d) Emergency.  As determined by the City Council, 

including, but not limited to, states of emergency 
defined in Section 8558 of the Government Code, 
when repair or replacements are necessary to 
permit the continued conduct of the operation of 

services of the City, or to avoid danger to life or 
property, repair or replace any public facility without 
adopting plans, specification, or working details or 
give notice for bids to let a contract or Public Works 
Construction Contract. 

 
(e) Equipment.  “Equipment” shall mean unique 

supplies, computers, furnishings, machinery, 
vehicles, rolling stock, and other personal property 
used in the City’s business, which are not generally 
and regularly ordered in bulk by the City and which 
must perform complex tasks, or integrate efficiently 
with existing equipment. 

 
(f) General Services.  “General Services” are services 

which do not require any unique skill, special 
background, training, and obtaining such services at 
the lowest cost should be the single most important 
factor in selection, as opposed to personal 
performance.  Examples of general services include 
uniform cleaning and maintenance services. 
 

(g) Informal Bids/Quotes.  Request for “Informal Bids” 
or “Quotes” shall mean the gathering of pricing for 
the same product or service, and is used when the 
City has determined an exact product or service 
required to resolve its need, and this product and/or 
services falls below the dollar value requiring 
competitive bid or request for proposal.  

 
(h) Maintenance Work.  “Maintenance Work” shall 

mean: 
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(1) Routine, recurring, and usual work for the 
cleaning, preservation, or protections of any 
publicly owned or publicly operated facility for 
its intended purposes. 
 

(2) Minor repainting. 
 

(3) Resurfacing of streets and highways at less 
than one inch. 
 

(4) Landscape maintenance, including mowing, 
watering, trimming, pruning, planting, 
replacement of plants, and servicing of 
irrigation and sprinkler systems. 
 

(5) Work performed to keep, operate, and maintain 
publicly owned water or waste disposal 
systems including, but not limited to, wells and 
reservoirs. 

 
(i) Multiple Awarded Bid.  When a bid is awarded to 

more than one vendor for the same or similar 
products.  A multiple awarded bid schedule is 
usually set up and provides information of product 
type/brand and vendor who is providing the product. 

 
(j) Piggyback.  Use of another public agency’s existing 

contract to purchase the same product(s) as 
outlined in the awarding bid document. 

 
(k) Professional, Management, or Special Services. 

“Professional,” “Management”, or “Special Services” 
shall mean any work performed by an attorney, 

doctor, architect, engineer, land surveyor, 
construction manager, appraiser, expert, accounting 
firm, instructor, consultant or those services such as 
computer services, golf course operating services, 
concession services, parking garage operation 
services, and transportation/transit operator 
services. Factors for determining whether 
professional, management, or special services are 
needed include but, are not limited to, services 
which require professional judgment, licensing, 
qualified expertise in a specific area of work, or 
other unique factors other than simply obtaining the 
service at the lowest cost to the City.  Professional 
Management and Special Services are not subject 
to the informal, formal or competitive bidding 
requirements of this policy and may be procured 
through negotiated contract or Requests for 
Qualification and/or Proposal process. 

 
(l) Public Works.  “Public Works” shall mean a type of 

public construction project subject to the regulation 
of the State Public Contract Code and State Labor 
Code and as defined in California Labor Code 
Division 2, Chapter 1, Article 1, Section 1720 and as 
further amended.  Examples of a Public Works 
Project include: 

 
(1) The erection, construction of, alteration, major 

painting, repair, or demolition of public 
buildings, streets, walkways, water and sewer 
facilities, drainage facilities, or other public 
facilities, whether owned, leased, or operated 
by the City. 
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(2) Furnishing supplies or materials for any of the 
above works or projects. 
 

(3) A public work does not include maintenance 
work as defined in this article. 

 
(m) Purchase. “Purchase” shall include the renting, 

leasing, purchasing, licensing, or a trade of 
equipment or supplies. 

 
(n) Purchasing Officer.  The “Purchasing Officer,” for 

the purposes of this policy, shall be the City 
Manager or his/her designated representative. 

 
(o) Request For Proposal.  “Requests for Proposal 

(RFP)” shall mean requests for a project or 
professional service. Requests for proposals allow 
bidders to highlight their experience and knowledge 
in an area through the proposal itself. Request for 
proposals list requirements of products or services, 
such as function, work flow, integration 
specifications and goals, providing in great detail 
how the requested product or service will be 
accommodated. Requests for proposals include a 
scope of work (SOW), pricing information, price 
quotes, contract terms and conditions, and detailed 
reference information. The scope of work describes 
tasks, products, services and even external factors 
that may not be required to satisfy the proposal.  A 
request for proposals is developed when the City 
has discovered a need to resolve an issue, without a 
specific plan for the way that the need should be 
fulfilled and allowing vendors to express individual 

creativity when presenting products or services as a 
response to a request for a proposal. 
 

(p) Sealed Bid. “Sealed Bids” shall contain information 
regarding a project including project parameters and 
pricing. All entities that submit a sealed bid are not 
aware of what others have bid. Sealed bids are 
turned in to the City Clerk.  Sealed bids contain the 
actual pricing associated with the project. Sealed 
bids allow for all bidders to submit pricing to the City 
in a confidential manner. Sealed bids are used to 
keep bidding results confidential until a winner is 
selected.  Sealed bids are submitted by a specified 
date and time to the City Clerk.   

 
(q) Supplies.  “Supplies” shall mean office supplies, 

janitorial supplies, materials, goods, tools, or other 
commodities used in the general conduct of the 
City’s business, excepting supplies or materials for a 
public work which is regulated under the California 
Public Contract Code Sections 20160, et seq. 

 
(r) Task Order. Supplementary contractual and 

obligating document that usually includes task 
description, used in task type contracts, and means 
a task, delivery, or call order for supplies and/or 
services placed against an established contract, 
agreement or blanket purchase order. 
 

(s) Task Type Contract.  Two-part contract in which one 
part lays down the general provisions of the 
contract, and the other part (represented by one or 
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more task orders) gives the details of the specific job 
to be performed. 
 

(t) Quotes/Informal Bids.  Request for “Quotes” or 
“Informal Bids” shall mean the gathering of pricing 
for the same product or service, and is used when 
the City has determined an exact product or service 
required to resolve its need, and this product and/or 
services falls below the dollar value requiring 
competitive bid or request for proposal.  
 

(u) Urgency.  “Urgency” shall exist when the service, 
repair, or replacements are immediately necessary 
to permit the continued performance of the 
operations or services of the City, or to avoid the 
immediate danger to life, health, or property.  
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PURPOSE 
 

The purpose of this policy is to emulate best practices in 
purchasing procedures. 

 
OBJECTIVES 

 
The objective of this policy is to establish an efficient 
procedure for the purchase of supplies and equipment, 
and procurement of services, and references 
purchase/acquisition of real property and contracting for 
the construction of public works projects consistent with 
state law.  These procedures shall not be overly time 
consuming and cumbersome, while allowing the City to 
obtain the best professional services, and acquire quality 
supplies, general services, and equipment in an overall 
economic manner at the lowest reasonable cost.   

 
OVERVIEW 

 
In accordance with the provisions of Sections 54201 and 
54204 of the Government Code of the State of California, 
and the procedures in this policy, the authority for the 
purchase of supplies, equipment, and services is vested 
in the Purchasing Officer and such procedures and 
policies shall govern all purchases of supplies and 
equipment. 

 
The provisions of this policy apply to the purchase of 
supplies, equipment, services, and references the 
purchase of real property as prescribed by state and 
federal law, and public works projects as defined by 
Section 37901 of the Government Code.  This policy 

identifies binding documents such as contracts, 
agreements and letter agreements as “contract(s)”.  

 
The provisions of this policy do not apply to the purchase of 
supplies, equipment, and professional services where the City 
Council has, by contract or resolution, contracted for or 
transferred the authority to make the purchase of supplies, 
equipment, and services to another governmental agency or 
officer and where the other governmental agency or officer, in the 
purchase of supplies, equipment, and services, follows to the 
satisfaction of the purchasing officer this policy and procedures in 
substantial compliance with provisions of Sections 54201 and 
54204 of the Government Code of the State of California. 
 
Duties of the Purchasing Officer 
The City Manager, or his/her authorized representative(s), shall 
act as the City’s Purchasing Officer and be responsible for the 
purchase of all supplies, equipment and services for all 
departments and divisions of the City.  The duties of the 
Purchasing Officer may be combined with those duties of any 
other officer or position in the City.  The Purchasing Officer shall 
have the authority and duty to: 
 
(a) Purchase or contract for needed City supplies, equipment 

and services, which are not included within a construction 
contract or proposed specifications for a construction 
contract of public work being administered by any other 
City department; 

 
(b) Investigate, keep knowledgeable about, negotiate, and 

recommend on the execution of contracts or the 
purchasing of supplies, equipment and services pursuant 
to the procedures of this policy, and such administrative 
rules and regulations as prescribed by the City Council; 
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(c) Keep informed of current developments concerning 

purchasing, prices, market conditions, and new products and 
services; 
 

(d) Prescribe and maintain such forms and procedures as 
necessary for the proper operation of the purchasing and 
contracting system; 

 
(e) Operate and maintain the warehouse and designated storage 

facilities of the City and such control records as are necessary 
for the proper inventory of stocks and supplies. 

 
(f) Inventory and keep a record of all purchases and supplies of 

the City; 
 

(g) Maintain up-to-date bidder’s list, vendor’s catalogs, files, and 
such other records as needed to perform these duties; 
 

(h) Ensure that purchasing specifications are written to encourage 
full competition, as such, he/she shall negotiate and 
recommend execution of contracts for the purchase of 
supplies, equipment, and services and seek the needed quality 
at least expense to the City, and discourage collusive bidding 
and endeavor to obtain as full and open competition as 
possible on all purchases; 

 
(i) Inspect supplies and equipment delivered, and 

contractual services performed, to determine their 
conformance with the specifications set forth in the order 
or contract. Purchasing Officer shall have authority to 
require chemical and physical tests of samples submitted 
with bids and samples of deliveries which are necessary 

to determine their quality and conformance with 
specifications; 

 
(j) The Purchasing Officer shall submit a report to the 

City Council quarterly on all such equipment and 
vehicle purchases over $500.00; 

 
(k) Recommend the transfer of surplus or unused 

supplies and equipment between departments as 
needed and the sale of all supplies and equipment 
which cannot be used by any agency or which have 
become unsuitable for City use; 

 
(l) Review and monitor service contracts to ensure 

adherence to contractual terms, limitations and 
deadlines, and that service contracts are being 
performed with requisite quality, on time and within 
budget.  Maintain a positive relationship with the 
service providers and/or companies.  Assure 
customers are satisfied with the service under the 
contract. 
 

(m) Perform such other tasks as may be necessary for 
the proper conduct of purchasing of supplies, 
equipment, and services. 

 
PROCEDURES 
 
Estimates of Requirements 
All Department Heads shall file detailed estimates of their 
requirements in supplies, equipment and services in such 
a manner, at such time, and for such future periods as 
the City Manager shall prescribe. 
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Requisitions 
Department Heads or their designees shall submit 
requests for supplies, equipment and services to the 
Purchasing Officer by the standard requisition electronic 
entry procedure. 

 
Purchase Orders 
The purpose of a purchase order is to ensure 
compliance with this Purchasing Policy.   

 
(a) Purchases of supplies and equipment shall be 

made only by purchase order issued by the 
Purchasing Officer. 

 
(b) Securing of services shall be made by purchase 

order for an amount under $5,000.00, purchases 
of services shall be made by contract if equal to or 
in excess of $5,000.00. 

 
Encumbrance of Funds 
Except in cases of urgency or emergency as described 
in this policy, the Purchasing Officer shall not issue any 
purchase order or contract, for the purchase of supplies, 
equipment, and services unless there exists an 
unencumbered appropriation in the fund account against 
which such purchase is to be charged or City Council 
has authorized said purchase. 

 
Purchases on Behalf of the City  
Purchases may be made on behalf of the City through 
any governmental entity, including, but not limited to, 
the State of California, the County of Los Angeles, other 
cities or special districts, provided that the government 
entity acquiring the supplies, equipment or service 

substantially adheres to the procedures for the 
purchase of supplies, equipment, and professional 
services set forth in this policy. 

 
AWARD OF CONTRACTS: GENERAL OR PROFESSIONAL 
SERVICES 
 
Except as provided by this policy, the procurement of services 
not included in the construction contract or bid specification for a 
public works project shall be by Request for 
Proposal/Qualifications (RFP/Q) procedure as provided in this 
policy, and shall be made as follows: 
 
(a) Contracts, as referenced in this policy, represent all written 

contracts, agreements or letter agreements, rate schedules, 
and amendments.  All written contracts, agreements or 
letter agreements shall be approved by City Attorney as to 
form. 
 

(b) All service contracts shall require the provider to meet the 
California Joint Powers Insurance Authority’s insurance 
coverage recommendations, unless deemed inappropriate 
by the Risk Manager and/or City Attorney who will then 
determine the appropriate insurance coverage. 
 

(c) A Department Head may approve the contracting for 
services up to $1,000.00 with qualified consultants/firms. 
 

(d) Services provided for an amount under $5,000.00 may be 
secured by purchase order and approved by the City 
Manager.   
 

(e) A contract shall be prepared for all general or professional 
services for the amount of $5,000.00 and over.   
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(f) Services secured by contract for an amount greater than 

$1,000.00 and under $20,000.00 shall be approved and/or 
awarded by the City Manager.   

 
(g) Services secured by contract with a dollar amount equal to or 

exceeding $20,000.00 shall be approved and/or awarded by 
City Council.   

 
(h) Contract amendments. An Amendment shall be used to 

modify the contract documents regarding contract price, 
schedule of payments, completion date, plans and 
specifications, expanding scope of work due to change in 
conditions, and for unit price overruns and under runs, as 
specified in the contract.  Work description and justification 
should relate to the original project and should be necessary 
to achieve original scope of project.  After a determination 
that costs is merited by developments in a specific project, 
the City Manager is authorized to issue Amendments up to 
the contract contingency amount approved by the City 
Council for the individual contract as follows: 

 
(1) If the contract was originally executed for an amount 

under $20,000.00, the City Manager shall have the 
authority to issue Contract Amendments, provided that 
the sum of all amendments, plus original contract 
amount, shall not exceed $20,000.00.  If the amended 
contract will exceed $20,000.00, City Council shall 
approve the contract amendment. 

 
(2) Once the original contract plus all accumulated 

Amendments is in an amount that exceeds 
$20,000.00, subsequent Amendments must be 

approved by City Council prior to commencing the 
work. 

 
(3) For a contract originally executed for an 

amount in excess of $20,000.00 and originally 
approved by City Council, the City Manager 
shall have authority to issue Amendments, 
provided that the sum of all contract 
amendments for any single contract shall not 
exceed the limit approved by City Council.  If 
the amended contract will exceed the limit 
previously approved by City Council, the 
contract amendment must be approved by City 
Council. 
 

(4) Any single Amendment which results in the 
total contract exceeding $20,000.00 must be 
approved by City Council prior to commencing 
with the work.  In urgency situations where 
stopping the work will result in severe repair or 
replacement delays and subject the City to 
excessive additional costs due to the delay in 
the project, and City Manager may approve 
such an Amendment and shall give notice to 
City Council at the next City Council meeting. 

 
General Services Contracts  
General services contracts are to be used for routine, 
recurring, and usual work and for services which do not 
require any unique skill, special background or training, 
and obtaining such services at the lowest cost should be 
the single most important factor in selection, which is to 
include long-term and opportunity costs. 
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General Service Contracts shall be procured either 
through the purchasing bid process or Request for 
Proposal/Qualification (RFP/Q) process with the 
emphasis on awarding to the “lowest responsive 
responsible bidder”. 

 
(a) If it is determined by the Department Head in 

consultation with the City Manager that all vendors 
providing a service classification can equally 
provide the service satisfactorily, a bid process 
would be appropriate.  However, if factors other 
than price need to be considered in awarding the 
contract, this becomes a Professional Services 
Contract.   

 
(b) General Services shall be awarded based 

reasonableness of cost, plus qualifications that will 
impact long-term type costs and/or opportunity 
costs.  

 
(c) A Statement of Work shall identify the specific 

scope of work under contract. 
 
(d) Task Orders as listed in the Statement of Work 

shall be issued pursuant to the Maintenance 
Service Contract and the City Manager shall have 
authority to execute such Task Order for individual 
projects. 

 
(e) General Services Single or Multi-year Contracts 

may be awarded to multiple service providers 
following a formal RFP/Q process using the 
procedures set forth in this policy. 

 

Professional Service Contracts  
For those Professional Services as defined in Government Code 
Section 4526 (and as otherwise amended), professional services 
contracts and/or multi-year contracts with several consultants 
with a general scope of work may be set up for a total not-to-
exceed dollar amount or an unspecified dollar amount if for on-
call type services as approved by City Council.  For contacts 
approved with an unspecified do-not-exceed dollar amount, a fee 
schedule shall be annually submitted to the City Council for 
approval. 
 
When factors other than price need to be considered in awarding 
the contract, this becomes a Professional Services Contract and 
the Request for Proposal/Qualification (RFP/Q) process may be 
used.  Examples of areas other than price that may be important 
in awarding the contract include:  experience level, competence, 
resources/equipment, staffing levels, services available/time 
factors, licenses and other qualifications determined by each City 
department responsible for recommending the service contract 
that may be important to consider. 
 
(a) A formal RFP/Q process shall be used and awarded based 

on qualifications. 
 

(b) A Statement of Work shall identify the specific scope of 
work under contract. 

(c) Task Orders as listed in the Statement of Work shall be 
issued pursuant to the Professional Service Contract and 
the City Manager shall have authority to execute such Task 
Order for individual projects. 
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Award of Contracts Based Upon Competence 
Factors to consider.  In contracting for professional services listed 
in Government Code Section 4526, selection shall be based on 
demonstrated competence and on professional qualifications 
necessary for the satisfactory performance of the services and 
solicited through a Request for Proposal/Qualification process. 

 
In contracting for professional services (other than those listed in 
Government Code Section 4526), professional services 
contracts should only be awarded to firms or persons who have 
demonstrated “adequate competence” meaning: an adequate 
level of experience, competence, training, credentials, character, 
integrity, reputation, financial responsibility, resources, 
equipment, staffing, and other professional qualifications 
necessary for more than a satisfactory performance of the 
service required at the time period needed and price.  The cost 
of the service may be considered, however, the lowest cost may 
not be the sole factor in deciding which firm or who shall be 
awarded the contract.  It may be in the City’s best interest to 
award the contract to a higher priced proposal based on the 
scope of services, availability, unique skills, licenses, staffing 
levels, timing, prior experience, familiarity with the City and other 
factors required by the department.  The information needed for 
determining that level of competence and other qualifications 
and the procedure for selecting such services shall be 
determined by the Department Head responsible for 
recommending the service contract. 

 
(a) Request for Proposal/Qualifications.  The initial acquiring 

of services shall be procured through negotiated contract 
following a Request for Proposal/Qualifications (RFP/Q) 
process.  Contracting for services is decentralized and 
shall be the responsibility of the Department Head 
requesting the service.  

 
(b) Contracts for an amount equal to or exceeding 

$5,000.00 but under $20,000.00.  The requesting 
department shall meet the following requirement 
unless an urgency exists pursuant to this policy: 

 
(1) Selection Process: Prepare an informal written 

document and contact as many companies as 
necessary to receive a minimum of three (3) 
written responses from consultants/firms.  The 
requirement may be waived for good cause in 
writing by the Department Head and 
Purchasing Officer as designated by the City 
Manager in consultation with one another and 
with the approval of the City Manager. 
 

(2) Award: The Department Head shall prepare a 
written recommendation to the City Manager 
for the firm or person to be awarded the 
contract.  The City Manager shall award the 
contract. 
 

(3) Contract document.  A written contract must be 
established and approved as to form by the 
City Attorney, and the City Manager shall 
sign/approve service contracts exceeding 
$5,000.00 but not more than $20,000.00. 

 
(c) Contract for an amount equal to or exceeding 

$20,000.00.  Department Heads shall utilize a 
Sealed request for Proposal process essentially 
meeting the following requirements unless an 
urgency exists pursuant to this policy: 
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(1) Request for Proposal/Qualification (RFP/Q) 

solicitation process.  A formal Sealed Request for 
Proposal/Qualification (RFP/Q) document shall be 
developed for solicitation of professional, 
management, or general and special services for 
an amount exceeding $20,000.00. 

 
(2) Advertisement. The requesting department shall 

advertise in appropriate publications and/or 
contact the consultants/firms previously utilized by 
the City during the solicitation process. 

 
(3) Notice Contents. The notice shall include a 

description of general type of service needed, 
how the RFP/Q minimum scope of work can be 
obtained, any pre-proposal conferences 
anticipated, the requirement of a written sealed 
proposal, state the closing date, and place and 
time for submission of the RFP/Q. 

 
(4) Solicitation Procedure. Sealed RFP/Q should be 

submitted to the Purchasing Officer as identified 
in the RFP/Q.  All proposals shall be analyzed by 
the requesting department for compliance with 
RFP/Q requirements, and value of the total scope 
of services.  Follow-up interviews of the most 
qualified of those submitting a proposal should be 
held. 

 
Waive Competition 
Although the City prefers a competitive process for 
securing services, in certain circumstances, where the 

claim can be adequately justified, a RFP/Q Waiver or a 
Sole Source process may be used.   

(a) The RFP/Q process may be waived if it is determined with 
acceptable justification that competition is neither practical 
nor in the best interest of the City. 
 

(b) The vendor has an established business relationship with 
the City and has proven to adhere to contractual terms, 
limitations and deadlines, and the service provided is being 
performed with requisite quality, on time and within budget.    

 
Franchise Agreements and Services Provided by Franchise 
Utilities 
The City enters into multi-year agreements with utility companies 
that have infrastructure in the City’s right-of-ways or on City 
facilities.  City approved service and/or equipment upgrades by 
utility operators are exempted from the bidding and RFP/Q 
processes and can be approved by the City Manager or his/her 
designee when the increase in projected utility costs to the City is 
under $20,000.00 per year. If the expected increase in utility 
costs is greater than $20,000.00 per year, the upgrade shall be 
approved by the City Council. 
 
BIDDING: SUPPLIES AND EQUIPMENT 
 
Except as provided by this policy, purchases of supplies and 
equipment and the sale of supplies and equipment not included 
in the construction contract or bid specification for a public works 
project shall be by bid procedure as provided in this policy, and 
shall be made as follows: 
 

(a) Direct Purchase Order.  The purchase of supplies and equipment 
with the estimated value equal to or less than $20,000.00, or 
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$40,000.00 for vehicles, shall be made by the Purchasing Officer 
as follows: 
 

(1) Procure whenever possible at least three informal 
bids/quotes or enter into competitive negotiation or 
purchase through a governmental entity as 
described in this policy. 
 

(2) Solicit bids by written request to prospective 
vendors, by telephone, or by other notice. 
 

(3) Award the bid and purchase said supplies and 
equipment provided the same is awarded to the 
lowest responsible bidder and within the budgeted 
amount therefore. 
 

(4) Keep a record of all such bids received and 
purchases made, which shall be open to public 
inspection. 

 
(b) Formal Bid Procedures.  Except as otherwise provided, 

purchases of equipment and supplies of an estimated 
value greater than $20,000.00 or $40,000.00 for vehicles 
per unit shall be awarded by the City Council to the 
lowest responsible bidder pursuant to the following 
procedure: 

 
(1) Notice Inviting Bids.  Notices inviting bids include a 

general description of the articles to be purchased 
or sold, shall state where bid documents and 
specifications may be secured and the time and 
place for opening bids. 

 
(i) Published Notice.  Notice Inviting Bids 

shall be given at least ten (10) days 
before the date of opening of the bids. 
Notice shall be published at least once in 
a newspaper of general circulation, 
printed and published in the city, or if 
there is none, it shall be posted in at 
least three public places in the City that 
have been designated by ordinance as 
the places for posting public notices. 
 

(ii) Bidders' List. The Purchasing Officer 
shall also solicit sealed bids from all 
responsible prospective suppliers whose 
names are on the Bidders' List or who 
have requested their names be added 
thereto. 

 
(c) Bidder’s Security.  When deemed necessary by the 

Purchasing Officer, bidder's security may be 
prescribed in public notices inviting bids. Bidders 
shall be entitled to return of bid security; provided 
that a successful bidder shall forfeit his bid security 
upon refusal or failure to execute the contract 
within ten (10) days after the notice of award of 
contract has been mailed, unless the City is 
responsible for the delay. The City Council may, on 
refusal or failure of the successful bidder to execute 
the contract, award it to the next lowest responsible 
bidder. If the City Council awards the contract to 
the next lowest bidder, the amount of the lowest 
bidder's security shall be applied by the City to the 
difference between the low bid and the second 
lowest bid, and the surplus, if any, shall be returned 
to the lowest bidder. 
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(d) Bid Opening Procedure. Sealed bids shall be 

submitted to the City Clerk and shall be identified 
as bids on the envelope. Bids shall be opened in 
public at the time and place stated in the public 
notices. A tabulation of all bids received shall be 
open for public inspection during regular business 
hours for a period of not less than thirty (30) days 
after the bid opening. 

 
(e) Rejection of Bids. In its discretion, the City 

Council may reject any and all bids presented and 
re-advertise for bids 

 
(f) Award of Contracts. Contracts shall be awarded 

by the City Council to the lowest responsible 
bidder except as otherwise provided by this 
policy. 

 
(g) Tie Bids. If two or more bids received are for the 

same total amount or unit price, quality and 
service being equal, the City Council may accept 
the one it chooses or accept the lowest bid made 
by negotiation with the tie bidders at the time of 
the bid opening. 

 
(h) Performance Bonds. The City Council shall have 

authority to require a performance bond before 
entering into a contract in such amount as it shall 
find reasonably necessary to protect the best 
interests of the City. If the City Council requires a 
performance bond, the form and amount of the 
bond shall be described in the Notice Inviting 
Bids. 

 
Cooperative, Piggyback, and Multiple Awarded Bids 
Purchasing With Other Agencies 

Purchases may be made on behalf of the City through any 
governmental entity, including, but not limited to, the State of 
California, the County of Los Angeles, other cities or special 
districts, or cooperatives, provided that the entity acquiring the 
supplies or equipment substantially adhere to the procedures for 
the purchase of supplies and equipment set forth in this policy.   
 
Approval and award of cooperative, “piggy-back” or multiple 
awarded purchases shall be obtained by the Purchasing Officer 
for an amount equal to or less than $20,000.00, or $40,000.00 
for vehicles, and by the City Council for purchases in an amount 
exceeding $20,000.00 or $40,000.00 for vehicles. 
 
(a) Cooperative Purchasing. The bidding requirements in this 

policy shall not apply to the purchasing of any equipment or 
supplies which the Purchasing Officer determines to be in 
the best interest of the City to obtain through a cooperative 
competitive bidding procedure being prepared by and 
processed through another local, state, or federal 
governmental agency. 

 
(b) Piggyback. If the Purchasing Officer determines it to be in 

the best interest of the City, the Purchasing Officer is 
authorized to “piggy-back” onto or join into an existing 
written purchase contract obtained through a competitive 
bidding process prepared by and awarded by another local, 
state or federal government agency. 

 
(c) Multiple Awarded Bids. Multiple awarded bids are generally 

conducted by larger government agencies. A competitive 
bidding process is conducted for a specified product.  
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Several vendors whose product meets the specification are 
awarded the contract. Maximum item price and contract 
terms are established.  If the Purchasing Officer determines 
it to be in the City’s best interest, the Purchasing Officer is 
authorized to use federal, state, or other governmental 
agency multiple awarded contracts. The Purchasing Officer 
must obtain quotes from at least three vendors on the 
awarded contract list and award the bid to the lowest 
responsive and responsible bidder. 

 
 

Staging of Purchases Prohibited 
Purchases and contracts shall not be knowingly staged or 
separated into smaller units or segments solely for the 
purpose of evading the competitive formal or informal bidding 
requirements of this policy. 
 
Recycled Supply Products Specification 
If in procuring supplies, a recycled or recyclable/reusable 
product can achieve the necessary City performance standard, 
and if such recycled product is readily available, specifications 
should, if economically feasible, require products made with 
recycled materials, or products that are recyclable, be bid. 
Unless the Department Head determines that: 
 
(a) A recycled or recyclable/reusable product lacks 

performance capabilities or needed quality levels. 
 

(b) A sufficient amount of said recycled or reusable product 
is not currently available in the market, then a reduced 
percentage can be required, or the supply specification 
can be limited to non-recycled or virgin materials.   

 

When recycled products are required, reasonable efforts shall 
be made to label the products as containing recycled 
materials. As used in this section, recycled product does not 
mean used products, but is limited to new products made with 
materials which have been recycled. 
 
Purchase Local Specification 
If in procuring supplies, a locally manufactured and/or product 
sold within the City of Lakewood can achieve the necessary 
City performance standard, and if such locally manufactured 
and/or product sold is readily available, specifications should, 
if economically feasible, require products locally manufactured 
and/or sold be bid; unless the Department Head determines 
that a locally manufactured and/or product sold does not meet 
required performance capabilities or quality. 
 
Disposition Of Surplus Supplies And Equipment 
All Department Heads shall submit to the Purchasing Officer at 
such times and in such form as he/she prescribes, reports 
showing all supplies and equipment which are no longer used 
or which have become obsolete or worn out.  The Purchasing 
Officer shall have authority to sell all supplies and equipment 
which cannot be used by any department or which have 
become unsuitable for City use, or trade in the same for new 
supplies and equipment, or otherwise dispose of the same for, 
as provided below: 
 
(a) Supplies and equipment certified by the Department 

Head as having a value of less than $100.00 may be sold 
or disposed by the Purchasing Officer by current 
available means. 
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(b) Supplies and equipment certified by the Department 
Head as having value over $100.00 and under $5,000.00 
shall be sold at auction. 

 
(c) Supplies and equipment certified by the Department 

Head as having value equal to or greater than $5,000.00 
shall be sold only by sealed bid following the giving of 
notice as provided in this policy for purchases greater 
than $20,000.00, or $40,000.00 for vehicles.  Such sales 
shall be awarded by the City Council to the highest 
bidder, provided however, the City Council may in any 
notice calling for bids provide that it will receive at the 
time and place of public hearing before the City Council 
oral bids in excess of 10% of the highest sealed bid and 
in such case the City Council shall sell the supplies or 
equipment to such highest bidder. 
 

(d) In the event any such supplies and equipment cannot be 
disposed of as provided in this policy, at the discretion of 
the Purchasing Officer, be sold as junk or disposed of by 
any other means. 

 
(e) City employees may not purchase surplus City property 

directly from the City or any auction service employed by 
the City unless the City Manager should determine in 
writing that said employee was not involved in any 
recommendation or decision-making as to the sale of 
said property or the value thereof. 

 
SOLE SOURCE PURCHASES 
 
Sole Source Purchases.  Unique commodities or services that 
can be obtained from only one vendor or one distributor 
authorized to sell in this area, with singular characteristics or 

performance capabilities or which have specific compatibility 
components with existing City products are exempt from the 
competitive bidding requirements and are deemed sole source 
purchases.  Sole source purchases may include proprietary 
items sold direct from the manufacturer. 
 
(a) All sole source purchases shall be supported by written 

documentation indicating the facts and nature supporting 
the determination of a sole source, signed by the 
Department Head and forwarded to the Purchasing 
Officer. The City Manager shall approve sole source 
acquisitions in an amount under $20,000.00. 
 

(b) Approval of any sole source acquisition shall be obtained 
from City Council for an award of a contract for an 
amount equal to or exceeding $20,000.00. 

 
In purchasing equipment and supplies that need to be 
compatible with existing equipment and supplies, or to perform 
complex or unique functions, the City Manager and 
Department Head in consultation with one another may: 
 
(a) Limit bidding to a specific product type, or a brand name 

product; or 
(b) Utilize a request for proposal approach where warranties, 

service and/or maintenance obligations, and product 
performance will be evaluated in addition to the price of 
the product or service.  The award of the contract should 
be to the proposer that staff deems is in the best public 
interest. 

 
PETTY CASH AND REIMBURSEMENTS 
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For occasional use in securing over-the-counter delivery of 
miscellaneous supplies which are not regular City stock and 
which are necessary to fulfill an immediate need of a 
department, the department head may authorize an employee 
to make such a purchase and be reimbursed by the City 
through the use of a petty cash form.  Such purchases shall be 
limited to amounts not exceeding $75.00. All petty cash forms 
must be approved by the Department Head or his/her 
designee and the Director of Finance, and be signed by the 
person receiving the reimbursement. 
 
For miscellaneous items purchased on a regular basis from a 
single vendor, the Department Head will contact the 
Purchasing Officer who will establish a purchasing 
arrangement with such vendors. 
 
Employees who incur miscellaneous expenditures for 
meetings on an ongoing basis must complete an Individual 
Expense Report on a monthly basis.   
 
TRAVEL REQUESTS AND EXPENSES 
Travel and related expenses are to only occur when there is 
substantial benefit to the City.  The Travel or Conference 
Authorization Request form must be submitted to and 
approved by the City Council for officials and by the City 
Manager for staff prior to the event.  For reimbursement and 
payment for travel expenses, the Travel Request and Expense 
Report form must be completed by the traveler and approved 
by the City Council for officials or City Manager for staff.  No 
official or staff shall sustain personal monetary loss as a result 
of duties performed in the service of the City.  However, all 
expenditures and requests for reimbursement shall logically 
relate to the conduct of City business and shall be “necessary” 

to accomplish the purpose of such business and shall be 
“reasonable” in amount. 

 
(a) Authorized Expenses 

City funds, equipment, supplies (including letterhead), 
titles, and staff time must only be used for the 
performance of official duties.  Such duties include, but 
are not necessarily limited to: 
 
(1) Meeting and communicating with representatives of 

other cities, county/regional, state and national 
government on City adopted policy positions and 
discuss the communities’ concerns. 
 
(i) Participating in local, county/regional, state and 

national organizations whose activities affect the 
City’s interest 
 

(ii) Attending meetings and participating in activities 
conducted in conjunction with such meetings, of 
civic and governmental committees and 
organizations in which the city has retained 
membership or has provided funds for the 
financing thereof 

 
(2) Business-related meetings or trips where a benefit 

to the City can be defined, including meetings with 
staff officials from other cities, and conferences and 
meetings of the City’s membership organizations 
 
(i) Attending City events and meetings with City 

service providers, both contracted service 
providers and other public agencies. 
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(ii) Attending meetings to implement a City-

approved strategy for attracting or retaining 
businesses to the City 
 

(iii) Attending City-sponsored or co-sponsored 
events including those requiring an invitation 
from the sponsoring or co-sponsoring 
organization 
 

(3) Attending educational seminars designed to improve 
the skill and knowledge of officials and staff 
 

(4) Recognizing service to the city  
 

(5) Other charity or City-related events or meetings that 
provide a benefit to the public or the City as 
authorized by the City Manager for staff or Council 
for officials. 

 
(b) Non-reimbursable Expenses 

 
(1) The personal expense portion of any trip 

 
(2) Family expenses, including partner’s expenses 

when accompanying City staff and/or officials on 
City-related business, as well as children and/or pet 
related expenses 
 

(3) Entertainment expenses, including theater, movies 
(either in-room or at a theater), attendance at 
sporting events, or other cultural events that are 
non-conference events 

(4) Non-mileage personal automobile expenses, 
including repairs, traffic citations, insurance or fuel 
 

(5) Other expenses as determined by the City Manager. 
 

(c) Cost Control 
To conserve the City’s resources and to keep expenses 
within standards for public officials and staff, travel 
related expenditures should adhere to the guidelines in 
this policy.  Expenses for which staff or official receives 
reimbursement from another agency are not 
reimbursable by the City.  The cost borne or reimbursed 
by the City shall be limited to costs that fall within the 
listed guidelines: 

 
(1) Transportation: The most economical mode and 

class of transportation reasonably consistent with 
scheduling needs and cargo space requirements 
must be used, using the most direct and time-
efficient route. 
 
(i)  Airfare: All officials and staff shall utilize coach 

or economy class accommodations when 
traveling by commercial airlines.  Reservations, 
where practical, should be made in sufficient 
advance to receive discount pricing.  Increased 
fees related to late booking or purchasing 
higher priced refundable tickets may be 
allowed with a sound business reason such as 
making changes to tickets to accommodate 
illness or schedule changes.  Officials and staff 
may at their own expense pay to upgrade their 
airline accommodations. 
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(ii)  Baggage handling fees at the rate charged by 

the airline or other mass transportation line. 
(iii)  Automobile: The rules regarding expenses 

relating to the use of council members’ vehicle 
in the performance of City duties are set forth 
in Resolution 2005-39.  For appointed officials 
and staff members, automobile mileage is 
reimbursed at the Internal Revenue Service 
(IRS) rate presently in effect.  These rates are 
designed to compensate the driver for fuel, 
insurance, maintenance, and other vehicle 
related expenses. The amount does not 
include bridge and road tolls, which are 
reimbursable. 
 

(iv)  Car rental: Rental rates that are equal to or 
less than those available through the American 
Automobile Association (AAA) or other 
standard discount services shall be considered 
the most economical and reasonable for 
purposes of reimbursement. 
 

(v)  Taxis/shuttles: Taxi or shuttle fares may be 
reimbursed, including a reasonable gratuity per 
fare, when the cost of such fare is equal to or 
less than the cost of car rentals, fuel and 
parking combined, or when such transportation 
is necessary for time-efficiency 
 

(vi)  Garage and parking expenses: Expenses for 
necessary parking and storage of private, 
rented or City vehicles may be authorized.  
Receipts should be provided to obtain 

reimbursement (except where not available 
such as metered parking).  Parking in lots at 
airports or other mass travel related lots may 
be reimbursed.  Officials and staff are 
encouraged to use parking at non-premium 
rates unless such parking is inappropriate due 
to time constraints or safety concerns. 
 

(2) Lodging: Lodging expenses will be reimbursed or 
paid when travel on official City business reasonably 
requires an overnight stay.  Where lodging is in 
connection with a conference or other organized 
educational activity, reasonable lodging cost shall 
not exceed the maximum group rate published by 
the conference or activity sponsor, providing that 
lodging at the group rate is available at the time of 
booking.  If the group rate is not available, the 
official or staff member shall be entitled to 
reimbursement for actual costs of lodging that is 
comparable in location and quality.  Every effort 
shall be made to secure adequate lodgings that are 
conveniently located and moderately priced.  In 
many instances, it makes sense to stay at the 
conference hotel for convenience and safety, and to 
avoid additional transportation costs.  Government 
discounts and any discounts the official or staff is 
personally eligible for should always be sought at 
the time of reservation.  The cost of lodging may be 
paid directly by the City or paid by the official or staff 
and subsequently reimbursed. 
 

(3) Communication and internet service:  Officials and 
staff shall be reimbursed for actual phone, mobile, 
fax and internet access expenses incurred as a 
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consequence of City business necessity.  Personal 
calls to the staff or official’s family of a reasonable 
duration may be reimbursed for travel requiring 
overnight lodging. 
 

(4) Meals: IRS reimbursement amounts shall be 
considered reasonable per se, and expenses 
incurred beyond such amounts shall be reimbursed 
only if necessary based upon location, type of 
venue, nature of event, or extraordinary 
circumstances. 
 

(5) Gratuity: Meal expenses and associated gratuities 
incurred should be moderate, while taking into 
account the prevailing restaurant costs of the area.  
 

(6) Other: All items of expenses otherwise unclassified 
shall be considered in this category.  Examples are 
duplicating expenses, publications, and other 
expenses as necessary when traveling on City 
business may be allowed and should be included 
within this classification when requesting 
reimbursement.   

 
(d) Reimbursement limitations shall not apply to the following 

circumstances: 
 
(1) A conference or meeting at which a set amount is 

charged for participation in a meal or activity 
 

(2) A City-hosted meal or event 
 

(3) A business related meal, meeting or event at which 
the City official or staff member is required to pay 

more than his/her proportional share of the costs on 
a reciprocal basis with officials or staff from other 
cities 
 

(4) Expenditure authorized in advance by the City 
Council at a City Council meeting for officials, or by 
the City Manager for staff.  

 
(e) Submission of expense reports and audits: 

(1) All expenses must have prior approval by the City 
Council for officials and by the City Manager for 
staff.  The Travel or Conference Authorization 
Request form is used to receive this prior 
authorization.   
 

(2) Once the costs are incurred, the Travel Request and 
Expense Report form with corresponding receipts 
documenting each expense must be submitted for 
approval for the official or staff to receive 
reimbursement.  All expenses are subject to 
verification that they comply with this policy.   
 

(3) Expense reports and receipts documenting each 
expense shall be submitted for reimbursement 
within 30 days of being incurred.   
 

(4) Each Council Member shall file a brief written report 
on meetings attended at City expense at the next 
available City Council meeting. 

 
VISA CAL-CARD PURCHASES 
 
To promote operational efficiency the City has initiated the 
City’s credit card program. 
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(a) The VISA Cal-Card program is intended to allow 

designated City employees to pay for training and travel 
type expenses, and to purchase occasional services and 
supplies at or below $1,000.00 per transaction using a 
designated bank issued credit card. The card can be 
used for internet, telephone or walk-in ordering.  
Transactions in excess of $1,000.00 are only allowed for 
travel and conference related expenses and must be pre-
approved by the City Manager. 

 
(b) The program does not replace the Purchase Order 

process. The Purchasing Order process must remain the 
primary purchasing process for a majority of purchases. 

 
(c) The credit card is for official government use only subject 

to transaction limits, authorized vendors, and approved 
procedures. 

 
(d) The City Manager is the Program Manager, or his/her 

designee and sets policies and procedures and card 
limits. The Program Manager makes the final decision on 
any dispute or issue concerning the use of the card, and 
has the authority to suspend the use of any credit card 
for any reason. 

 
(e) The Director of Finance or his or her designee acts as 

the Program Coordinator and is responsible for the 
administration and implementation of the Cal Card 
policies and procedures.  

 
(f) The card will be issued to the Department Head and 

Department Head approved managers whose names will 

appear on the card as the Cardholder. The Cardholder is 
responsible for the proper use of the card. 

 
(g) The Program Coordinator will determine the contact 

person for the timely payment of accounts who will be 
authorized to make changes on the designated bank’s 
website; such as limit increase/decrease, or 
adding/deleting card holders.  These actions must be 
pre-approved by the Program Manager or his/her 
designee. 
 
(1) Obtaining a credit card 

 
(i) The Department Head must submit a 

“Request for Credit Card” memo to the 
Program Manager for approval. 
 

(ii) The Cardholder must sign for the card. 
 

(2) Using the credit card 
 

(i) Cardholder must complete an orientation 
course with the servicing bank and sign a Cal 
Card agreement form.  This agreement 
certifies that the Cardholder understands and 
accepts his or her responsibilities under the 
program. 
 

(ii) The Cardholder must instruct the vendor to 
include the Cardholder’s name and 
department and the term “Cal Card” purchase 
or “credit card” as mode of payment on the 
shipping label, packing list, and invoice. 
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(iii) Each card is assigned transaction and 
monthly limits.   
 

(iv) The Cardholder is responsible for retaining all 
supporting documentation (such as packing 
slips and sales receipts) on all card activities 
that are reconciled to the monthly Statement 
of Account.  The documentation must be 
submitted with the Statement of Account to 
ensure timely payment of purchases.  
 

(v) The Cardholder will receive a Statement of 
Account and must promptly review the 
statement, certify the statement’s accuracy 
and attach all supporting documentation.  
The Statement of Account along with the 
supporting documentation must be submitted 
to the Program Coordinator within five (5) 
business days of receipt.   
 

(vi) The Program Coordinator or his or her 
designee will review the card activities and 
supporting documentation prior to forwarding 
to the Program Manager for payment 
approval. 
 

(vii) In case of any error in the Statement of 
Account, the Cardholder must immediately 
notify the Program Coordinator.  The 
Program Coordinator or his or her designee 
will be responsible for resolving the error. 
 

(viii) If the card is lost or stolen, the Cardholder 
must immediately notify the issuing bank 

customer service, at the phone number listed 
on the back of the card, and the Program 
Coordinator.  
 

(ix) If the card is worn, defective or cancelled, the 
Cardholder must immediately return the card 
to the Program Coordinator. 
 

(x) The Cardholder is responsible for returning 
merchandise to the vendor and for receiving 
the appropriate credit.  The credit memo or 
equivalent must be retained by the 
Cardholder and submitted along with the 
Statement of Account to the Program 
Coordinator. 

(xi) Personal use of the card is strictly prohibited 
and is subject to disciplinary action up to and 
including termination.  The cardholder will be 
immediately required to return the goods to 
the vendor in full and/or to reimburse the City 
for the subject amount.  
 

(xii) The Program Manager will decide on any 
issue or conflict on the above policies and 
procedures.  

 
(3) Changes to cardholder information.  Changes to a 

cardholder’s name, address, or Department/Division 
must be immediately reported by memo to the 
Program Coordinator who will request a new credit 
card if needed. 
 

(4) Cancellation.  Should the Cardholder terminate 
employment with the City, the Cardholder shall 
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submit his/her credit card and any supporting 
documentation to his or her Department Head.  The 
Human Resources Division and the Department 
Head shall notify the Program Coordinator of the 
termination.  The Program Coordinator or his/her 
designee shall notify the bank. 
 

PURCHASING CARDS 
 
To promote operational efficiency the City has initiated the 
City’s purchase card program. 
 
(a) The Purchase Card program is intended to allow 

designated City employees to pay for an item that is not 
stocked in the purchasing warehouse and the item is 
needed right away.   

 
(b) The purchase card is for official government use only 

subject to transaction limits, authorized vendors, and 
approved procedures. 
 

(c) The program does not replace the Purchase Order 
process. The Purchasing Order process must remain the 
primary purchasing process for a majority of purchases. 

 
(1) Obtaining a credit card 

 
(i) The Department Head must submit a 

“Request for Purchase Card” memo to the 
Director of Finance for approval. 
 

(ii) The Cardholder must sign for the card. 
 

(2) Using the purchase card 

 
(i) Cardholder is responsible for the card in their 

possession and each charge on the card.   
 

(ii) The Cardholder must use it only for City 
related expenses.  
 

(iii) If the Purchasing Card is missing, lost or 
stolen, the Cardholder must immediately 
contact the Director of Finance or his/her 
designee. 
 

(iv) If there is an issue while trying to make a 
purchase transaction, the cardholder is to 
contact the Director of Finance. 
 

(v) The Cardholder must track all purchases and 
retain all receipts.   

(vi) If an item must be returned, the Cardholder is 
responsible in performing this task.  The 
Cardholder must inform the Director of 
Finance to ensure that the refund/credit is in 
the next invoice. 
 

(vii) The Director of Finance or his/her designee is 
responsible for resolving questions and 
issues of Cardholders and/or from the card 
provider. 
 

(viii) The bill and register receipt must include 
invoice numbers for reference.  Each invoice 
is entered into the requisition system and 
approval workflow. 
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(ix) The monthly card provider statements listing 
all transactions conducted for the month are 
to be reconciled with the outstanding invoices 
as provided by the Cardholder and ensure 
that all charges in the statement belong to the 
City. 

 
(x) The Director of Finance by written request 

from a Department Head has the capability to 
increase the limit for purchasing cards. 
 

(xi) The Director of Finance is responsible for 
updating the charge card list per store, and 
has the capability to issue new cards, and 
cancel and/or stop the card. 
 

(xii) The Director of Finance is responsible for 
resolving disputes. 
 

(3) Changes to a cardholder’s name, address, or 
Department/Division must be immediately reported 
by memo to the Director of Finance who will request 
a new credit card if needed. 

 
(4) Should the Cardholder terminate employment with 

the City, the Cardholder shall submit his/her credit 
card and any supporting documentation to his or her 
Department Head.  The Human Resources Division 
and the Department Head shall notify the Director of 
Finance of the termination.  The Director of Finance 
or his/her designee shall notify the Vendor. 

 

The City has initiated the City’s purchase card program with 
the following vendors: Home Depot; Smart & Final; and 
Costco. 
 
(a) Home Depot, Smart & Final, and Costco do not accept 

purchase orders.   The City’s practice is to pay via a 
purchase order.  The charge card is in lieu of the 
purchase order. 

 
(1) Home Depot 

(i) The Home Depot charge card has a limit of 
$13,000.00 per month for the whole City. 
 

(ii) Each Cardholder does not have an individualized 
limit. 
 

(iii) Each Home Depot charge card bears the 
employee’s name. 

 
(2) Smart & Final 

(i) The Smart & Final charge card has a limit of 
$10,000.00 per month for the whole City. 

(ii) Each Cardholder does not have an individualized 
limit. 
 

(iii) Each Smart & Final charge card bears the City’s 
name. 

 
(3) Costco 

(i) The Costco charge card has a limit of $500.00 
for majority of City Cardholders per month, 
except for three individuals.  These three 
individuals are:  the Purchasing Officer, 
Administrative Services Assistant Director, and 
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Emergency Operations Center Coordinator 
(EOC). 
 

(ii) Each Costco charge card bears both the name 
of the City and the Cardholder. 
 

(iii) The pre-requisite for getting a Costco charge 
card is for the Cardholder to have their own 
personal Costco membership.  
 

(iv) The City maintains one business membership 
held under the Purchasing Officer designee’s 
name.  Any staff member without a Costco 
membership card can arrange for purchases 
through the Purchasing Officer’s designee. 

 
(4) Or other Purchase Cards as approved by the 

Administrative Services Department 
 
PURCHASE/ACQUISITION OF REAL PROPERTY 
 
Land acquisition by lease or purchase shall be performed as 
prescribed by state and federal law. 
 
PUBLIC WORKS PROJECTS 
 
Public Works Projects shall be performed pursuant to State 
public contract code. 
 
EXEMPTIONS 
The competitive bid and request for proposal/qualifications 
(RFP/Q) processes are not applicable to certain purchases. 
The following are exempt from bid processes: 

 

(a) Department purchases under $20,000.00; 
(b) Travel/expense advances; 
(c) Subscriptions; 
(d) Trade circulars, training materials or books; 
(e) Insurance premiums; 
(f) Insurance claims; 
(g) Reimbursement of expenses; 
(h) Petty cash reimbursement; 
(i) Medical payments; 
(j) Newspaper advertisements and notices; 
(k) Dues to approved organizations; 
(l) Payments to other government units; 
(m) Utility service payments, utility connection and/or 

installation charges; 
(n) Fuel 
(o) Attorney services; 
(p) Postage, courier/delivery messenger services; 
(q) Land; 
(r) Buildings; 
(s) Water rights; 
(t) Debt services; 
(u) Grants; 
(v) Claim settlements. 
 
Purchases of supplies and equipment and the sale of supplies 
and equipment shall be by bid procedure, and the 
procurement of services shall be by RFP/Q procedure as 
provided in this policy, with the exception that the Purchasing 
Officer is hereby given authority to and make such purchases 
and sales, and procurement without further complying with the 
terms and provisions of this policy where: 
 
(a) The head of the department involved or the Purchasing 

Officer certifies that the supply, equipment or service can 
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be obtained from only one vendor, provided first 
authorized by the City Council;  
 

(b) Purchase of supplies, equipment and services provided 
for and sufficiently identified in the Budget approved by 
the City Council for the current fiscal year not exceeding 
$1,000.00. Such purchases must be approved by the 
Director of Finance as to availability of funds and 
budgetary authorization. 
 

(c) In case of an emergency which requires that supplies, 
equipment or service be obtained immediately by 
purchase, lease, rental or other use arrangement, the 
Purchasing Officer may secure the same on the open 
market at the lowest obtainable price without following 
the procedure specified in the Purchasing Policy, 
provided, however, that a full report of the circumstances 
of the emergency and of the necessity or making such an 
acquisition or procurement shall be filed with the City 
Council at its next regular meeting following such an 
acquisition or procurement and shall be subject to 
ratification by the City Council. 
 

(d) Emergency, shall mean those cases wherein needed 
supplies, equipment or services are not on hand or in 
place and must be procured immediately on the open 
market at the nearest available source of supply and 
there is insufficient time to follow the bid or RFP/Q 
procedure specified in this policy because of: 
 
(1) There is a great public calamity, or  

 
(2) There is immediate need to prepare for national or 

local defense, or  

 
(3) There is a breakdown in machinery or an essential 

service which requires the immediate purchase of 
supplies or equipment to protect the public health, 
safety or welfare, or  
 

(4) An essential department operation affecting the 
public health, safety and welfare would be greatly 
hampered if the prescribed purchasing procedure 
would cause an undue delay in procurement of such 
supplies, equipment or service. 

 
EMERGENCY PROCEDURE 
 
In cases of great emergency as determined by the City 
Council, including, but not limited to, states of emergency 
defined in Section 8558 of the Government Code, when repair 
or replacements are necessary to permit the continued 
conduct of the operation of services of the City, or to avoid 
danger to life or property the City Council, by majority vote, 
may proceed at once to replace or repair any public facility 
without adopting plans, specification, or working details, or 
give notice for bids to let a contract(s).  The work may be done 
by City forces, by contract, or by combination of the two. The 
City Council delegates to the City Manager, the authority to 
declare a public emergency subject to confirmation by the City 
Council by a four-fifths (4/5) vote, at its next meeting. 
 
The City’s Emergency Plan provides for effective mobilization 
of all the resources of this City, both public and private, to 
meet any condition constituting a Local Emergency, State of 
Emergency, or State of War Emergency.  Any expenditure 
made in connection with Emergency activities, including 
mutual aid activities, shall be deemed conclusively to be for 
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the direct protection and benefit of the inhabitants and property 
of the City. [Resolution 2011-9] 
 
WAIVING OF PURCHASING PROCEDURES 
 
In its discretion, the City Council may at any time, without 
amending this policy, waive the purchasing procedures or alter 
these proceedings to fit a specific purchase or contract, when 
such waiver is not in violation of state or federal law.  A 
request for waiver should occur only when unforeseen 
circumstances arise that justify an exception to following the 
provisions of this policy and is in the best interest of the City. 
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PURPOSE 
 

The purpose of this policy is to emulate best practices in 
purchasing procedures. 

 
OBJECTIVES 

 
The objective of this policy is to establish an efficient 
procedure for the purchase of supplies and equipment, 
and procurement of services, and references 
purchase/acquisition of real property and contracting for 
the construction of public works projects consistent with 
state law.  These procedures shall not be overly time 
consuming and cumbersome, while allowing the City to 
obtain the best professional services, and acquire quality 
supplies, general services, and equipment in an overall 
economic manner at the lowest reasonable cost.   

 
OVERVIEW 

 
In accordance with the provisions of Sections 54201 and 
54204 of the Government Code of the State of California, 
and the procedures in this policy, the authority for the 
purchase of supplies, equipment, and services is vested in 
the Purchasing Officer and such procedures and policies 
shall govern all purchases of supplies and equipment. 

 
The provisions of this policy apply to the purchase of 
supplies, equipment, services, and references the 
purchase of real property as prescribed by state and 
federal law, and public works projects as defined by 
Section 37901 of the Government Code.  This policy 
identifies binding documents such as contracts, 
agreements and letter agreements as “contract(s)”.  

 
The provisions of this policy do not apply to the purchase of 
supplies, equipment, and professional services where the City 
Council has, by contract or resolution, contracted for or transferred 
the authority to make the purchase of supplies, equipment, and 
services to another governmental agency or officer and where the 
other governmental agency or officer, in the purchase of supplies, 
equipment, and services, follows to the satisfaction of the 
purchasing officer this policy and procedures in substantial 
compliance with provisions of Sections 54201 and 54204 of the 
Government Code of the State of California. 
 
Duties of the Purchasing Officer 
The City Manager, or his/her authorized representative(s), shall 
act as the City’s Purchasing Officer and be responsible for the 
purchase of all supplies, equipment and services for all 
departments and divisions of the City.  The duties of the 
Purchasing Officer may be combined with those duties of any 
other officer or position in the City.  The Purchasing Officer shall 
have the authority and duty to: 
 
(a) Purchase or contract for needed City supplies, equipment 

and services, which are not included within a construction 
contract or proposed specifications for a construction 
contract of public work being administered by any other 
City department; 

 
(b) Investigate, keep knowledgeable about, negotiate, and 

recommend on the execution of contracts or the 
purchasing of supplies, equipment and services pursuant 
to the procedures of this policy, and such administrative 
rules and regulations as prescribed by the City Council; 
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(c) Keep informed of current developments concerning 
purchasing, prices, market conditions, and new products 
and services; 

 
(d) Prescribe and maintain such forms and procedures as 

necessary for the proper operation of the purchasing and 
contracting system; 

 
(e) Operate and maintain the warehouse and designated 

storage facilities of the City and such control records as 
are necessary for the proper inventory of stocks and 
supplies. 
 

(f) Inventory and keep a record of all purchases and supplies 
of the City; 

 
(g) Maintain up-to-date bidder’s list, vendor’s catalogs, files, 

and such other records as needed to perform these duties; 
 
(h) Ensure that purchasing specifications are written to 

encourage full competition, as such, he/she shall negotiate 
and recommend execution of contracts for the purchase of 
supplies, equipment, and services and seek the needed 
quality at least expense to the City, and discourage 
collusive bidding and endeavor to obtain as full and open 
competition as possible on all purchases; 

 
(i) Inspect supplies and equipment delivered, and 

contractual services performed, to determine their 
conformance with the specifications set forth in the 
order or contract. Purchasing Officer shall have 
authority to require chemical and physical tests of 
samples submitted with bids and samples of 

deliveries which are necessary to determine their 
quality and conformance with specifications; 
 

(j) The Purchasing Officer shall submit a report to the 
City Council quarterly on all such equipment and 
vehicle purchases over $500.00; 

 
(k) Recommend the transfer of surplus or unused 

supplies and equipment between departments as 
needed and the sale of all supplies and equipment 
which cannot be used by any agency or which have 
become unsuitable for City use; 

 
(l) Review and monitor service contracts to ensure 

adherence to contractual terms, limitations and 
deadlines, and that service contracts are being 
performed with requisite quality, on time and within 
budget.  Maintain a positive relationship with the 
service providers and/or companies.  Assure 
customers are satisfied with the service under the 
contract. 
 

(m) Perform such other tasks as may be necessary for 
the proper conduct of purchasing of supplies, 
equipment, and services. 

 
PROCEDURES 
 
Estimates of Requirements 
All Department Heads shall file detailed estimates of their 
requirements in supplies, equipment and services in such 
a manner, at such time, and for such future periods as the 
City Manager shall prescribe. 
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Requisitions 
Department Heads or their designees shall submit 
requests for supplies, equipment and services to the 
Purchasing Officer by the standard requisition 
electronic entry procedure. 

 
Purchase Orders 
The purpose of a purchase order is to ensure compliance 
with this Purchasing Policy.   

 
(a) Purchases of supplies and equipment shall be 

made only by purchase order issued by the 
Purchasing Officer. 

 
(b) Securing of services shall be made by purchase 

order for an amount under $5,000.00, purchases of 
services shall be made by contract if equal to or in 
excess of $5,000.00. 

 
Encumbrance of Funds 
Except in cases of urgency or emergency as described in 
this policy, the Purchasing Officer shall not issue any 
purchase order or contract, for the purchase of supplies, 
equipment, and services unless there exists an 
unencumbered appropriation in the fund account against 
which such purchase is to be charged or City Council has 
authorized said purchase. 

 
Purchases on Behalf of the City  
Purchases may be made on behalf of the City through 
any governmental entity, including, but not limited to, the 
State of California, the County of Los Angeles, other 
cities or special districts, provided that the government 
entity acquiring the supplies, equipment or service 

substantially adheres to the procedures for the purchase 
of supplies, equipment, and professional services set 
forth in this policy. 

 
AWARD OF CONTRACTS: GENERAL OR PROFESSIONAL 
SERVICES 
 
Except as provided by this policy, the procurement of services 
not included in the construction contract or bid specification for 
a public works project shall be by Request for 
Proposal/Qualifications (RFP/Q) procedure as provided in this 
policy, and shall be made as follows: 
 
(a) Contracts, as referenced in this policy, represent all written 

contracts, agreements or letter agreements, rate 
schedules, and amendments.  All written contracts, 
agreements or letter agreements shall be approved by City 
Attorney as to form. 
 

(b) All service contracts shall require the provider to meet the 
California Joint Powers Insurance Authority’s insurance 
coverage recommendations, unless deemed inappropriate 
by the Risk Manager and/or City Attorney who will then 
determine the appropriate insurance coverage. 
 

(c) A Department Head may approve the contracting for 
services up to $1,000.00 with qualified consultants/firms. 
 

(d) Services provided for an amount under $5,000.00 may be 
secured by purchase order and approved by the City 
Manager.   
 

(e) A contract shall be prepared for all general or professional 
services for the amount of $5,000.00 and over.   
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(f) Services secured by contract for an amount greater than 

$1,000.00 and under $20,000.00 shall be approved and/or 
awarded by the City Manager.   

 
(g) Services secured by contract with a dollar amount equal to 

or exceeding $20,000.00 shall be approved and/or 
awarded by City Council.   

 
(h) Contract amendments. An Amendment shall be used to 

modify the contract documents regarding contract price, 
schedule of payments, completion date, plans and 
specifications, expanding scope of work due to change in 
conditions, and for unit price overruns and under runs, as 
specified in the contract.  Work description and justification 
should relate to the original project and should be 
necessary to achieve original scope of project.  After a 
determination that costs is merited by developments in a 
specific project, the City Manager is authorized to issue 
Amendments up to the contract contingency amount 
approved by the City Council for the individual contract as 
follows: 

 
(1) If the contract was originally executed for an amount 

under $20,000.00, the City Manager shall have the 
authority to issue Contract Amendments, provided that 
the sum of all amendments, plus original contract 
amount, shall not exceed $20,000.00.  If the amended 
contract will exceed $20,000.00, City Council shall 
approve the contract amendment. 

 
(2) Once the original contract plus all accumulated 

Amendments is in an amount that exceeds 
$20,000.00, subsequent Amendments must be 

approved by City Council prior to commencing the 
work. 

 
(3) For a contract originally executed for an amount 

in excess of $20,000.00 and originally approved 
by City Council, the City Manager shall have 
authority to issue Amendments, provided that 
the sum of all contract amendments for any 
single contract shall not exceed the limit 
approved by City Council.  If the amended 
contract will exceed the limit previously 
approved by City Council, the contract 
amendment must be approved by City Council. 
 

(4) Any single Amendment which results in the total 
contract exceeding $20,000.00 must be 
approved by City Council prior to commencing 
with the work.  In urgency situations where 
stopping the work will result in severe repair or 
replacement delays and subject the City to 
excessive additional costs due to the delay in 
the project, and City Manager may approve 
such an Amendment and shall give notice to 
City Council at the next City Council meeting. 

 
General Services Contracts  
General services contracts are to be used for routine, 
recurring, and usual work and for services which do not 
require any unique skill, special background or training, and 
obtaining such services at the lowest cost should be the 
single most important factor in selection, which is to include 
long-term and opportunity costs. 
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General Service Contracts shall be procured either 
through the purchasing bid process or Request for 
Proposal/Qualification (RFP/Q) process with the 
emphasis on awarding to the “lowest responsive 
responsible bidder”. 

 
(a) If it is determined by the Department Head in 

consultation with the City Manager that all vendors 
providing a service classification can equally 
provide the service satisfactorily, a bid process 
would be appropriate.  However, if factors other 
than price need to be considered in awarding the 
contract, this becomes a Professional Services 
Contract.   

 
(b) General Services shall be awarded based 

reasonableness of cost, plus qualifications that will 
impact long-term type costs and/or opportunity 
costs.  

 
(c) A Statement of Work shall identify the specific 

scope of work under contract. 
 
(d) Task Orders as listed in the Statement of Work 

shall be issued pursuant to the Maintenance 
Service Contract and the City Manager shall have 
authority to execute such Task Order for individual 
projects. 

 
(e) General Services Single or Multi-year Contracts 

may be awarded to multiple service providers 
following a formal RFP/Q process using the 
procedures set forth in this policy. 

 

Professional Service Contracts  
For those Professional Services as defined in Government 
Code Section 4526 (and as otherwise amended), professional 
services contracts and/or multi-year contracts with several 
consultants with a general scope of work may be set up for a 
total not-to-exceed dollar amount or an unspecified dollar 
amount if for on-call type services as approved by City Council.  
For contacts approved with an unspecified do-not-exceed 
dollar amount, a fee schedule shall be annually submitted to 
the City Council for approval. 
 
When factors other than price need to be considered in 
awarding the contract, this becomes a Professional Services 
Contract and the Request for Proposal/Qualification (RFP/Q) 
process may be used.  Examples of areas other than price that 
may be important in awarding the contract include:  experience 
level, competence, resources/equipment, staffing levels, 
services available/time factors, licenses and other 
qualifications determined by each City department responsible 
for recommending the service contract that may be important 
to consider. 
 
(a) A formal RFP/Q process shall be used and awarded 

based on qualifications. 
 

(b) A Statement of Work shall identify the specific scope of 
work under contract. 

(c) Task Orders as listed in the Statement of Work shall be 
issued pursuant to the Professional Service Contract and 
the City Manager shall have authority to execute such 
Task Order for individual projects. 
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Award of Contracts Based Upon Competence 
Factors to consider.  In contracting for professional services listed in 
Government Code Section 4526, selection shall be based on 
demonstrated competence and on professional qualifications 
necessary for the satisfactory performance of the services and 
solicited through a Request for Proposal/Qualification process. 

 
In contracting for professional services (other than those listed in 
Government Code Section 4526), professional services 
contracts should only be awarded to firms or persons who have 
demonstrated “adequate competence” meaning: an adequate 
level of experience, competence, training, credentials, character, 
integrity, reputation, financial responsibility, resources, 
equipment, staffing, and other professional qualifications 
necessary for more than a satisfactory performance of the 
service required at the time period needed and price.  The cost 
of the service may be considered, however, the lowest cost may 
not be the sole factor in deciding which firm or who shall be 
awarded the contract.  It may be in the City’s best interest to 
award the contract to a higher priced proposal based on the 
scope of services, availability, unique skills, licenses, staffing 
levels, timing, prior experience, familiarity with the City and other 
factors required by the department.  The information needed for 
determining that level of competence and other qualifications 
and the procedure for selecting such services shall be 
determined by the Department Head responsible for 
recommending the service contract. 

 
(a) Request for Proposal/Qualifications.  The initial acquiring 

of services shall be procured through negotiated contract 
following a Request for Proposal/Qualifications (RFP/Q) 
process.  Contracting for services is decentralized and 
shall be the responsibility of the Department Head 
requesting the service.  

 
(b) Contracts for an amount equal to or exceeding $5,000.00 

but under $20,000.00.  The requesting department shall 
meet the following requirement unless an urgency exists 
pursuant to this policy: 

 
(1) Selection Process: Prepare an informal written 

document and contact as many companies as 
necessary to receive a minimum of three (3) 
written responses from consultants/firms.  The 
requirement may be waived for good cause in 
writing by the Department Head and Purchasing 
Officer as designated by the City Manager in 
consultation with one another and with the 
approval of the City Manager. 
 

(2) Award: The Department Head shall prepare a 
written recommendation to the City Manager for 
the firm or person to be awarded the contract.  
The City Manager shall award the contract. 
 

(3) Contract document.  A written contract must be 
established and approved as to form by the City 
Attorney, and the City Manager shall 
sign/approve service contracts exceeding 
$5,000.00 but not more than $20,000.00. 

 
(c) Contract for an amount equal to or exceeding 

$20,000.00.  Department Heads shall utilize a Sealed 
request for Proposal process essentially meeting the 
following requirements unless an urgency exists 
pursuant to this policy: 
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(1) Request for Proposal/Qualification (RFP/Q) 
solicitation process.  A formal Sealed Request for 
Proposal/Qualification (RFP/Q) document shall be 
developed for solicitation of professional, 
management, or general and special services for 
an amount exceeding $20,000.00. 

 
(2) Advertisement. The requesting department shall 

advertise in appropriate publications and/or contact 
the consultants/firms previously utilized by the City 
during the solicitation process. 

 
(3) Notice Contents. The notice shall include a 

description of general type of service needed, how 
the RFP/Q minimum scope of work can be 
obtained, any pre-proposal conferences 
anticipated, the requirement of a written sealed 
proposal, state the closing date, and place and 
time for submission of the RFP/Q. 

 
(4) Solicitation Procedure. Sealed RFP/Q should be 

submitted to the Purchasing Officer as identified in 
the RFP/Q.  All proposals shall be analyzed by the 
requesting department for compliance with RFP/Q 
requirements, and value of the total scope of 
services.  Follow-up interviews of the most 
qualified of those submitting a proposal should be 
held. 

 
Waive Competition 
Although the City prefers a competitive process for 
securing services, in certain circumstances, where the 
claim can be adequately justified, a RFP/Q Waiver or a 
Sole Source process may be used.   

(a) The RFP/Q process may be waived if it is determined with 
acceptable justification that competition is neither practical 
nor in the best interest of the City. 
 

(b) The vendor has an established business relationship with 
the City and has proven to adhere to contractual terms, 
limitations and deadlines, and the service provided is 
being performed with requisite quality, on time and within 
budget.    

 
Franchise Agreements and Services Provided by Franchise 
Utilities 
The City enters into multi-year agreements with utility companies 
that have infrastructure in the City’s right-of-ways or on City 
facilities.  City approved service and/or equipment upgrades by 
utility operators are exempted from the bidding and RFP/Q 
processes and can be approved by the City Manager or his/her 
designee when the increase in projected utility costs to the City is 
under $20,000.00 per year. If the expected increase in utility costs 
is greater than $20,000.00 per year, the upgrade shall be 
approved by the City Council. 
 
BIDDING: SUPPLIES AND EQUIPMENT 
 
Except as provided by this policy, purchases of supplies and 
equipment and the sale of supplies and equipment not included in 
the construction contract or bid specification for a public works 
project shall be by bid procedure as provided in this policy, and 
shall be made as follows: 
 
(a) Direct Purchase Order.  The purchase of supplies and 

equipment with the estimated value equal to or less than 
$20,000.00, or $40,000.00 for vehicles, shall be made by the 
Purchasing Officer as follows: 
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(1) Procure whenever possible at least three informal 

bids/quotes or enter into competitive negotiation or 
purchase through a governmental entity as described 
in this policy. 
 

(2) Solicit bids by written request to prospective vendors, 
by telephone, or by other notice. 
 

(3) Award the bid and purchase said supplies and 
equipment provided the same is awarded to the 
lowest responsible bidder and within the budgeted 
amount therefore. 
 

(4) Keep a record of all such bids received and 
purchases made, which shall be open to public 
inspection. 

 
(b) Formal Bid Procedures.  Except as otherwise provided, 

purchases of equipment and supplies of an estimated 
value greater than $20,000.00 or $40,000.00 for vehicles 
per unit shall be awarded by the City Council to the lowest 
responsible bidder pursuant to the following procedure: 

 
(1) Notice Inviting Bids.  Notices inviting bids include a 

general description of the articles to be purchased or 
sold, shall state where bid documents and 
specifications may be secured and the time and 
place for opening bids. 

 
(i) Published Notice.  Notice Inviting Bids 

shall be given at least ten (10) days 
before the date of opening of the bids. 
Notice shall be published at least once in 

a newspaper of general circulation, 
printed and published in the city, or if 
there is none, it shall be posted in at least 
three public places in the City that have 
been designated by ordinance as the 
places for posting public notices. 
 

(ii) Bidders' List. The Purchasing Officer shall 
also solicit sealed bids from all 
responsible prospective suppliers whose 
names are on the Bidders' List or who 
have requested their names be added 
thereto. 

 
(c) Bidder’s Security.  When deemed necessary by the 

Purchasing Officer, bidder's security may be 
prescribed in public notices inviting bids. Bidders 
shall be entitled to return of bid security; provided 
that a successful bidder shall forfeit his bid security 
upon refusal or failure to execute the contract within 
ten (10) days after the notice of award of contract 
has been mailed, unless the City is responsible for 
the delay. The City Council may, on refusal or failure 
of the successful bidder to execute the contract, 
award it to the next lowest responsible bidder. If the 
City Council awards the contract to the next lowest 
bidder, the amount of the lowest bidder's security 
shall be applied by the City to the difference 
between the low bid and the second lowest bid, and 
the surplus, if any, shall be returned to the lowest 
bidder. 

 
(d) Bid Opening Procedure. Sealed bids shall 

be submitted to the City Clerk and shall be 
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identified as bids on the envelope. Bids shall 
be opened in public at the time and place 
stated in the public notices. A tabulation of 
all bids received shall be open for public 
inspection during regular business hours for 
a period of not less than thirty (30) days after 
the bid opening. 

 
(e) Rejection of Bids. In its discretion, the City Council 

may reject any and all bids presented and re-
advertise for bids 

 
(f) Award of Contracts. Contracts shall be awarded by 

the City Council to the lowest responsible bidder 
except as otherwise provided by this policy. 

 
(g) Tie Bids. If two or more bids received are for the 

same total amount or unit price, quality and service 
being equal, the City Council may accept the one it 
chooses or accept the lowest bid made by 
negotiation with the tie bidders at the time of the 
bid opening. 

 
(h) Performance Bonds. The City Council shall have 

authority to require a performance bond before 
entering into a contract in such amount as it shall 
find reasonably necessary to protect the best 
interests of the City. If the City Council requires a 
performance bond, the form and amount of the 
bond shall be described in the Notice Inviting Bids. 

 
Cooperative, Piggyback, and Multiple Awarded Bids 
Purchasing With Other Agencies 

Purchases may be made on behalf of the City through any 
governmental entity, including, but not limited to, the State of 
California, the County of Los Angeles, other cities or special 
districts, or cooperatives, provided that the entity acquiring the 
supplies or equipment substantially adhere to the procedures for 
the purchase of supplies and equipment set forth in this policy.   
 
Approval and award of cooperative, “piggy-back” or multiple 
awarded purchases shall be obtained by the Purchasing Officer 
for an amount equal to or less than $20,000.00, or $40,000.00 
for vehicles, and by the City Council for purchases in an amount 
exceeding $20,000.00 or $40,000.00 for vehicles. 
 
(a) Cooperative Purchasing. The bidding requirements in this 

policy shall not apply to the purchasing of any equipment 
or supplies which the Purchasing Officer determines to be 
in the best interest of the City to obtain through a 
cooperative competitive bidding procedure being prepared 
by and processed through another local, state, or federal 
governmental agency. 

 
(b) Piggyback. If the Purchasing Officer determines it to be in 

the best interest of the City, the Purchasing Officer is 
authorized to “piggy-back” onto or join into an existing 
written purchase contract obtained through a competitive 
bidding process prepared by and awarded by another 
local, state or federal government agency. 

 
(c) Multiple Awarded Bids. Multiple awarded bids are 

generally conducted by larger government agencies. A 
competitive bidding process is conducted for a specified 
product.  Several vendors whose product meets the 
specification are awarded the contract. Maximum item 
price and contract terms are established.  If the 
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Purchasing Officer determines it to be in the City’s best 
interest, the Purchasing Officer is authorized to use 
federal, state, or other governmental agency multiple 
awarded contracts. The Purchasing Officer must obtain 
quotes from at least three vendors on the awarded 
contract list and award the bid to the lowest responsive 
and responsible bidder. 

 
 

Staging of Purchases Prohibited 
Purchases and contracts shall not be knowingly staged or 
separated into smaller units or segments solely for the purpose 
of evading the competitive formal or informal bidding 
requirements of this policy. 
 
Recycled Supply Products Specification 
If in procuring supplies, a recycled or recyclable/reusable 
product can achieve the necessary City performance standard, 
and if such recycled product is readily available, specifications 
should, if economically feasible, require products made with 
recycled materials, or products that are recyclable, be bid. 
Unless the Department Head determines that: 
 
(a) A recycled or recyclable/reusable product lacks 

performance capabilities or needed quality levels. 
 

(b) A sufficient amount of said recycled or reusable product is 
not currently available in the market, then a reduced 
percentage can be required, or the supply specification 
can be limited to non-recycled or virgin materials.   

 
When recycled products are required, reasonable efforts 
shall be made to label the products as containing recycled 
materials. As used in this section, recycled product does not 

mean used products, but is limited to new products made 
with materials which have been recycled. 
 
Purchase Local Specification 
If in procuring supplies, a locally manufactured and/or 
product sold within the City of Lakewood can achieve the 
necessary City performance standard, and if such locally 
manufactured and/or product sold is readily available, 
specifications should, if economically feasible, require 
products locally manufactured and/or sold be bid; unless the 
Department Head determines that a locally manufactured 
and/or product sold does not meet required performance 
capabilities or quality. 
 
Disposition Of Surplus Supplies And Equipment 
All Department Heads shall submit to the Purchasing Officer 
at such times and in such form as he/she prescribes, reports 
showing all supplies and equipment which are no longer 
used or which have become obsolete or worn out.  The 
Purchasing Officer shall have authority to sell all supplies 
and equipment which cannot be used by any department or 
which have become unsuitable for City use, or trade in the 
same for new supplies and equipment, or otherwise dispose 
of the same for, as provided below: 
 
(a) Supplies and equipment certified by the Department 

Head as having a value of less than $100.00 may be 
sold or disposed by the Purchasing Officer by current 
available means. 
 

(b) Supplies and equipment certified by the Department 
Head as having value over $100.00 and under 
$5,000.00 shall be sold at auction. 
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(c)   Supplies and equipment certified by the Department 
Head as having value equal to or greater than 
$5,000.00 shall be sold only by sealed bid following the 
giving of notice as provided in this policy for purchases 
greater than $20,000.00, or $40,000.00 for vehicles.  
Such sales shall be awarded by the City Council to the 
highest bidder, provided however, the City Council 
may in any notice calling for bids provide that it will 
receive at the time and place of public hearing before 
the City Council oral bids in excess of 10% of the 
highest sealed bid and in such case the City Council 
shall sell the supplies or equipment to such highest 
bidder. 
 

(d)   In the event any such supplies and equipment cannot 
be disposed of as provided in this policy, at the 
discretion of the Purchasing Officer, be sold as junk or 
disposed of by any other means. 

 
(e)   City employees may not purchase surplus City property 

directly from the City or any auction service employed 
by the City unless the City Manager should determine 
in writing that said employee was not involved in any 
recommendation or decision-making as to the sale of 
said property or the value thereof. 
 
SOLE SOURCE PURCHASES 
 
Sole Source Purchases.  Unique commodities or 
services that can be obtained from only one vendor or 
one distributor authorized to sell in this area, with 
singular characteristics or performance capabilities or 
which have specific compatibility components with 
existing City products are exempt from the competitive 

bidding requirements and are deemed sole source 
purchases.  Sole source purchases may include 
proprietary items sold direct from the manufacturer. 

 
(a) All sole source purchases shall be supported by written 

documentation indicating the facts and nature supporting 
the determination of a sole source, signed by the 
Department Head and forwarded to the Purchasing 
Officer. The City Manager shall approve sole source 
acquisitions in an amount under $20,000.00. 
 

(b) Approval of any sole source acquisition shall be obtained 
from City Council for an award of a contract for an amount 
equal to or exceeding $20,000.00. 

 
In purchasing equipment and supplies that need to be 
compatible with existing equipment and supplies, or to perform 
complex or unique functions, the City Manager and Department 
Head in consultation with one another may: 
 
(a) Limit bidding to a specific product type, or a brand name 

product; or 
(b) Utilize a request for proposal approach where warranties, 

service and/or maintenance obligations, and product 
performance will be evaluated in addition to the price of 
the product or service.  The award of the contract should 
be to the proposer that staff deems is in the best public 
interest. 

 
PETTY CASH AND REIMBURSEMENTS 
 
For occasional use in securing over-the-counter delivery of 
miscellaneous supplies which are not regular City stock and 
which are necessary to fulfill an immediate need of a 
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department, the department head may authorize an employee 
to make such a purchase and be reimbursed by the City 
through the use of a petty cash form.  Such purchases shall be 
limited to amounts not exceeding $75.00. All petty cash forms 
must be approved by the Department Head or his/her designee 
and the Director of Finance, and be signed by the person 
receiving the reimbursement. 
 
For miscellaneous items purchased on a regular basis from a 
single vendor, the Department Head will contact the Purchasing 
Officer who will establish a purchasing arrangement with such 
vendors. 
 
Employees who incur miscellaneous expenditures for meetings 
on an ongoing basis must complete an Individual Expense 
Report on a monthly basis.   
 
TRAVEL REQUESTS AND EXPENSES 
Travel and related expenses are to only occur when there is 
substantial benefit to the City.  The Travel or Conference 
Authorization Request form must be submitted to and approved 
by the City Council for officials and by the City Manager for staff 
prior to the event.  For reimbursement and payment for travel 
expenses, the Travel Request and Expense Report form must 
be completed by the traveler and approved by the City Council 
for officials or City Manager for staff.  No official or staff shall 
sustain personal monetary loss as a result of duties performed 
in the service of the City.  However, all expenditures and 
requests for reimbursement shall logically relate to the conduct 
of City business and shall be “necessary” to accomplish the 
purpose of such business and shall be “reasonable” in amount. 

 
(a) Authorized Expenses 

City funds, equipment, supplies (including letterhead), 
titles, and staff time must only be used for the 
performance of official duties.  Such duties include, 
but are not necessarily limited to: 
 
(1) Meeting and communicating with representatives 

of other cities, county/regional, state and national 
government on City adopted policy positions and 
discuss the communities’ concerns. 
 
(i) Participating in local, county/regional, state 

and national organizations whose activities 
affect the City’s interest 
 

(ii) Attending meetings and participating in 
activities conducted in conjunction with such 
meetings, of civic and governmental 
committees and organizations in which the 
city has retained membership or has provided 
funds for the financing thereof 

 
(2) Business-related meetings or trips where a 

benefit to the City can be defined, including 
meetings with staff officials from other cities, and 
conferences and meetings of the City’s 
membership organizations 
 
(i) Attending City events and meetings with City 

service providers, both contracted service 
providers and other public agencies. 
 

(ii) Attending meetings to implement a City-
approved strategy for attracting or retaining 
businesses to the City 
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(iii) Attending City-sponsored or co-sponsored 
events including those requiring an invitation from 
the sponsoring or co-sponsoring organization 
 

(3) Attending educational seminars designed to 
improve the skill and knowledge of officials and 
staff 

 
(4) Recognizing service to the city  
 
(5) Other charity or City-related events or meetings 

that provide a benefit to the public or the City as 
authorized by the City Manager for staff or 
Council for officials. 

 
(b) Non-reimbursable Expenses 
 

(1) The personal expense portion of any trip 
 
(2) Family expenses, including partner’s expenses 

when accompanying City staff and/or officials on 
City-related business, as well as children and/or 
pet related expenses 

 
(3) Entertainment expenses, including theater, 

movies (either in-room or at a theater), 
attendance at sporting events, or other cultural 
events that are non-conference events 

(4) Non-mileage personal automobile expenses, 
including repairs, traffic citations, insurance or fuel 

 
(5) Other expenses as determined by the City 

Manager. 

 
(c) Cost Control 

To conserve the City’s resources and to keep expenses 
within standards for public officials and staff, travel related 
expenditures should adhere to the guidelines in this policy.  
Expenses for which staff or official receives 
reimbursement from another agency are not reimbursable 
by the City.  The cost borne or reimbursed by the City 
shall be limited to costs that fall within the listed 
guidelines: 

 
(1) Transportation: The most economical mode and 

class of transportation reasonably consistent with 
scheduling needs and cargo space requirements 
must be used, using the most direct and time-efficient 
route. 
 
(i)  Airfare: All officials and staff shall utilize coach 

or economy class accommodations when 
traveling by commercial airlines.  Reservations, 
where practical, should be made in sufficient 
advance to receive discount pricing.  Increased 
fees related to late booking or purchasing higher 
priced refundable tickets may be allowed with a 
sound business reason such as making 
changes to tickets to accommodate illness or 
schedule changes.  Officials and staff may at 
their own expense pay to upgrade their airline 
accommodations. 
 

(ii)  Baggage handling fees at the rate charged by 
the airline or other mass transportation line. 

(iii)  Automobile: The rules regarding expenses 
relating to the use of council members’ vehicle 
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in the performance of City duties are set forth in 
Resolution 2005-39.  For appointed officials and 
staff members, automobile mileage is 
reimbursed at the Internal Revenue Service 
(IRS) rate presently in effect.  These rates are 
designed to compensate the driver for fuel, 
insurance, maintenance, and other vehicle 
related expenses. The amount does not include 
bridge and road tolls, which are reimbursable. 
 

(iv)  Car rental: Rental rates that are equal to or less 
than those available through the American 
Automobile Association (AAA) or other standard 
discount services shall be considered the most 
economical and reasonable for purposes of 
reimbursement. 
 

(v)  Taxis/shuttles: Taxi or shuttle fares may be 
reimbursed, including a reasonable gratuity per 
fare, when the cost of such fare is equal to or 
less than the cost of car rentals, fuel and 
parking combined, or when such transportation 
is necessary for time-efficiency 
 

(vi)  Garage and parking expenses: Expenses 
for necessary parking and storage of 
private, rented or City vehicles may be 
authorized.  Receipts should be provided 
to obtain reimbursement (except where 
not available such as metered parking).  
Parking in lots at airports or other mass 
travel related lots may be reimbursed.  
Officials and staff are encouraged to use 
parking at non-premium rates unless 

such parking is inappropriate due to time 
constraints or safety concerns. 
 

(2) Lodging: Lodging expenses will be reimbursed 
or paid when travel on official City business 
reasonably requires an overnight stay.  Where 
lodging is in connection with a conference or 
other organized educational activity, 
reasonable lodging cost shall not exceed the 
maximum group rate published by the 
conference or activity sponsor, providing that 
lodging at the group rate is available at the 
time of booking.  If the group rate is not 
available, the official or staff member shall be 
entitled to reimbursement for actual costs of 
lodging that is comparable in location and 
quality.  Every effort shall be made to secure 
adequate lodgings that are conveniently 
located and moderately priced.  In many 
instances, it makes sense to stay at the 
conference hotel for convenience and safety, 
and to avoid additional transportation costs.  
Government discounts and any discounts the 
official or staff is personally eligible for should 
always be sought at the time of reservation.  
The cost of lodging may be paid directly by the 
City or paid by the official or staff and 
subsequently reimbursed. 
 

(3) Communication and internet service:  
Officials and staff shall be reimbursed for 
actual phone, mobile, fax and internet 
access expenses incurred as a 
consequence of City business necessity.  
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Personal calls to the staff or official’s family 
of a reasonable duration may be 
reimbursed for travel requiring overnight 
lodging. 
 

(4) Meals: IRS reimbursement amounts shall be 
considered reasonable per se, and expenses 
incurred beyond such amounts shall be 
reimbursed only if necessary based upon location, 
type of venue, nature of event, or extraordinary 
circumstances. 
 

(5) Gratuity: Meal expenses and associated gratuities 
incurred should be moderate, while taking into 
account the prevailing restaurant costs of the 
area.  
 

(6) Other: All items of expenses otherwise 
unclassified shall be considered in this category.  
Examples are duplicating expenses, publications, 
and other expenses as necessary when traveling 
on City business may be allowed and should be 
included within this classification when requesting 
reimbursement.   

 
(d) Reimbursement limitations shall not apply to the 

following circumstances: 
 

(1) A conference or meeting at which a set amount is 
charged for participation in a meal or activity 
 

(2) A City-hosted meal or event 
 

(3) A business related meal, meeting or event at which 
the City official or staff member is required to pay 
more than his/her proportional share of the costs on a 
reciprocal basis with officials or staff from other cities 
 

(4) Expenditure authorized in advance by the City 
Council at a City Council meeting for officials, or by 
the City Manager for staff.  

 
(e) Submission of expense reports and audits: 

(1) All expenses must have prior approval by the City 
Council for officials and by the City Manager for staff.  
The Travel or Conference Authorization Request 
form is used to receive this prior authorization.   
 

(2) Once the costs are incurred, the Travel Request and 
Expense Report form with corresponding receipts 
documenting each expense must be submitted for 
approval for the official or staff to receive 
reimbursement.  All expenses are subject to 
verification that they comply with this policy.   
 

(3) Expense reports and receipts documenting each 
expense shall be submitted for reimbursement within 
30 days of being incurred.   
 

(4) Each Council Member shall file a brief written report 
on meetings attended at City expense at the next 
available City Council meeting. 

 
VISA CAL-CARD PURCHASES 
 
To promote operational efficiency the City has initiated the 
City’s credit card program. 
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(a) The VISA Cal-Card program is intended to allow 

designated City employees to pay for training and travel 
type expenses, and to purchase occasional services and 
supplies at or below $1,000.00 per transaction using a 
designated bank issued credit card. The card can be used 
for internet, telephone or walk-in ordering.  Transactions in 
excess of $1,000.00 are only allowed for travel and 
conference related expenses and must be pre-approved 
by the City Manager. 

 
(b) The program does not replace the Purchase Order 

process. The Purchasing Order process must remain the 
primary purchasing process for a majority of purchases. 

 
(c) The credit card is for official government use only subject 

to transaction limits, authorized vendors, and approved 
procedures. 

 
(d) The City Manager is the Program Manager, or his/her 

designee and sets policies and procedures and card 
limits. The Program Manager makes the final decision on 
any dispute or issue concerning the use of the card, and 
has the authority to suspend the use of any credit card for 
any reason. 

 
(e) The Director of Finance or his or her designee acts as the 

Program Coordinator and is responsible for the 
administration and implementation of the Cal Card policies 
and procedures.  

 
(f) The card will be issued to the Department Head and 

Department Head approved managers whose names 
will appear on the card as the Cardholder. The 

Cardholder is responsible for the proper use of the 
card. 

 
(g) The Program Coordinator will determine the contact 

person for the timely payment of accounts who will be 
authorized to make changes on the designated bank’s 
website; such as limit increase/decrease, or 
adding/deleting card holders.  These actions must be 
pre-approved by the Program Manager or his/her 
designee. 
 
(1) Obtaining a credit card 

 
(i) The Department Head must submit a 

“Request for Credit Card” memo to the 
Program Manager for approval. 
 

(ii) The Cardholder must sign for the card. 
 

(2) Using the credit card 
 

(i) Cardholder must complete an orientation 
course with the servicing bank and sign a 
Cal Card agreement form.  This agreement 
certifies that the Cardholder understands 
and accepts his or her responsibilities 
under the program. 
 

(ii) The Cardholder must instruct the vendor to 
include the Cardholder’s name and 
department and the term “Cal Card” 
purchase or “credit card” as mode of 
payment on the shipping label, packing list, 
and invoice. 
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(iii) Each card is assigned transaction and monthly 

limits.   
 

(iv) The Cardholder is responsible for retaining all 
supporting documentation (such as packing 
slips and sales receipts) on all card activities 
that are reconciled to the monthly Statement 
of Account.  The documentation must be 
submitted with the Statement of Account to 
ensure timely payment of purchases.  
 

(v) The Cardholder will receive a Statement of 
Account and must promptly review the 
statement, certify the statement’s accuracy 
and attach all supporting documentation.  The 
Statement of Account along with the 
supporting documentation must be submitted 
to the Program Coordinator within five (5) 
business days of receipt.   
 

(vi) The Program Coordinator or his or her 
designee will review the card activities and 
supporting documentation prior to forwarding 
to the Program Manager for payment 
approval. 
 

(vii) In case of any error in the Statement of 
Account, the Cardholder must immediately 
notify the Program Coordinator.  The Program 
Coordinator or his or her designee will be 
responsible for resolving the error. 
 

(viii) If the card is lost or stolen, the Cardholder 
must immediately notify the issuing bank 
customer service, at the phone number listed 
on the back of the card, and the Program 
Coordinator.  
 

(ix) If the card is worn, defective or cancelled, the 
Cardholder must immediately return the card 
to the Program Coordinator. 
 

(x) The Cardholder is responsible for returning 
merchandise to the vendor and for receiving 
the appropriate credit.  The credit memo or 
equivalent must be retained by the Cardholder 
and submitted along with the Statement of 
Account to the Program Coordinator. 

(xi) Personal use of the card is strictly prohibited 
and is subject to disciplinary action up to and 
including termination.  The cardholder will be 
immediately required to return the goods to 
the vendor in full and/or to reimburse the City 
for the subject amount.  
 

(xii) The Program Manager will decide on any 
issue or conflict on the above policies and 
procedures.  

 
(3) Changes to cardholder information.  Changes to a 

cardholder’s name, address, or Department/Division 
must be immediately reported by memo to the 
Program Coordinator who will request a new credit 
card if needed. 
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(4) Cancellation.  Should the Cardholder terminate 
employment with the City, the Cardholder shall 
submit his/her credit card and any supporting 
documentation to his or her Department Head.  The 
Human Resources Division and the Department 
Head shall notify the Program Coordinator of the 
termination.  The Program Coordinator or his/her 
designee shall notify the bank. 
 

PURCHASING CARDS 
 
To promote operational efficiency the City has initiated the 
City’s purchase card program. 
 
(a) The Purchase Card program is intended to allow 

designated City employees to pay for an item that is not 
stocked in the purchasing warehouse and the item is 
needed right away.   

 
(b) The purchase card is for official government use only 

subject to transaction limits, authorized vendors, and 
approved procedures. 
 

(c) The program does not replace the Purchase Order 
process. The Purchasing Order process must remain the 
primary purchasing process for a majority of purchases. 

 
(1) Obtaining a credit card 

 
(i) The Department Head must submit a 

“Request for Purchase Card” memo to the 
Director of Finance for approval. 
 

(ii) The Cardholder must sign for the card. 

 
(2) Using the purchase card 

 
(i) Cardholder is responsible for the card in 

their possession and each charge on the 
card.   
 

(ii) The Cardholder must use it only for City 
related expenses.  
 

(iii) If the Purchasing Card is missing, lost or 
stolen, the Cardholder must immediately 
contact the Director of Finance or his/her 
designee. 
 

(iv) If there is an issue while trying to make a 
purchase transaction, the cardholder is to 
contact the Director of Finance. 
 

(v) The Cardholder must track all purchases 
and retain all receipts.   

(vi) If an item must be returned, the Cardholder 
is responsible in performing this task.  The 
Cardholder must inform the Director of 
Finance to ensure that the refund/credit is 
in the next invoice. 
 

(vii) The Director of Finance or his/her 
designee is responsible for resolving 
questions and issues of Cardholders 
and/or from the card provider. 
 

(viii) The bill and register receipt must include 
invoice numbers for reference.  Each 
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invoice is entered into the requisition 
system and approval workflow. 
 

(ix) The monthly card provider statements listing 
all transactions conducted for the month are to 
be reconciled with the outstanding invoices as 
provided by the Cardholder and ensure that all 
charges in the statement belong to the City. 

 
(x) The Director of Finance by written request 

from a Department Head has the capability to 
increase the limit for purchasing cards. 
 

(xi) The Director of Finance is responsible for 
updating the charge card list per store, and 
has the capability to issue new cards, and 
cancel and/or stop the card. 
 

(xii) The Director of Finance is responsible for 
resolving disputes. 
 

(3) Changes to a cardholder’s name, address, or 
Department/Division must be immediately reported 
by memo to the Director of Finance who will request 
a new credit card if needed. 

 
(4) Should the Cardholder terminate employment with 

the City, the Cardholder shall submit his/her credit 
card and any supporting documentation to his or her 
Department Head.  The Human Resources Division 
and the Department Head shall notify the Director of 
Finance of the termination.  The Director of Finance 
or his/her designee shall notify the Vendor. 

 

The City has initiated the City’s purchase card program with the 
following vendors: Home Depot; Smart & Final; and Costco. 
 
(a) Home Depot, Smart & Final, and Costco do not accept 

purchase orders.   The City’s practice is to pay via a 
purchase order.  The charge card is in lieu of the purchase 
order. 

 
(1) Home Depot 

(i) The Home Depot charge card has a limit of 
$13,000.00 per month for the whole City. 
 

(ii) Each Cardholder does not have an individualized 
limit. 
 

(iii) Each Home Depot charge card bears the 
employee’s name. 

 
(2) Smart & Final 

(i) The Smart & Final charge card has a limit of 
$10,000.00 per month for the whole City. 

(ii) Each Cardholder does not have an individualized 
limit. 
 

(iii) Each Smart & Final charge card bears the City’s 
name. 

 
(3) Costco 

(i) The Costco charge card has a limit of $500.00 for 
majority of City Cardholders per month, except for 
three individuals.  These three individuals are:  
the Purchasing Officer, Administrative Services 
Assistant Director, and Emergency Operations 
Center Coordinator (EOC). 
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(ii) Each Costco charge card bears both the name of 

the City and the Cardholder. 
 

(iii) The pre-requisite for getting a Costco charge card 
is for the Cardholder to have their own personal 
Costco membership.  
 

(iv) The City maintains one business membership 
held under the Purchasing Officer designee’s 
name.  Any staff member without a Costco 
membership card can arrange for purchases 
through the Purchasing Officer’s designee. 

 
(4) Or other Purchase Cards as approved by the 

Administrative Services Department 
 
PURCHASE/ACQUISITION OF REAL PROPERTY 
 
Land acquisition by lease or purchase shall be performed as 
prescribed by state and federal law. 
 
PUBLIC WORKS PROJECTS 
 
Public Works Projects shall be performed pursuant to State 
public contract code. 
 
EXEMPTIONS 
The competitive bid and request for proposal/qualifications 
(RFP/Q) processes are not applicable to certain purchases. 
The following are exempt from bid processes: 

 
(a) Department purchases under $20,000.00; 
(b) Travel/expense advances; 

(c) Subscriptions; 
(d) Trade circulars, training materials or books; 
(e) Insurance premiums; 
(f) Insurance claims; 
(g) Reimbursement of expenses; 
(h) Petty cash reimbursement; 
(i) Medical payments; 
(j) Newspaper advertisements and notices; 
(k) Dues to approved organizations; 
(l) Payments to other government units; 
(m) Utility service payments, utility connection and/or 

installation charges; 
(n) Fuel 
(o) Attorney services; 
(p) Postage, courier/delivery messenger services; 
(q) Land; 
(r) Buildings; 
(s) Water rights; 
(t) Debt services; 
(u) Grants; 
(v) Claim settlements. 
 
Purchases of supplies and equipment and the sale of 
supplies and equipment shall be by bid procedure, and the 
procurement of services shall be by RFP/Q procedure as 
provided in this policy, with the exception that the 
Purchasing Officer is hereby given authority to and make 
such purchases and sales, and procurement without further 
complying with the terms and provisions of this policy 
where: 
 

(a) The head of the department involved or the 
Purchasing Officer certifies that the supply, equipment 
or service can be obtained from only one vendor, 
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provided first authorized by the City Council;  
 
(b) Purchase of supplies, equipment and services provided 

for and sufficiently identified in the Budget approved by 
the City Council for the current fiscal year not 
exceeding $1,000.00. Such purchases must be 
approved by the Director of Finance as to availability of 
funds and budgetary authorization. 

 
(c) In case of an emergency which requires that supplies, 

equipment or service be obtained immediately by 
purchase, lease, rental or other use arrangement, the 
Purchasing Officer may secure the same on the open 
market at the lowest obtainable price without following 
the procedure specified in the Purchasing Policy, 
provided, however, that a full report of the 
circumstances of the emergency and of the necessity 
or making such an acquisition or procurement shall be 
filed with the City Council at its next regular meeting 
following such an acquisition or procurement and shall 
be subject to ratification by the City Council. 

 
(d) Emergency, shall mean those cases wherein needed 

supplies, equipment or services are not on hand or in 
place and must be procured immediately on the open 
market at the nearest available source of supply and 
there is insufficient time to follow the bid or RFP/Q 
procedure specified in this policy because of: 

 
(1) There is a great public calamity, or  
 
(2) There is immediate need to prepare for national 
or local defense, or  
 

(3) There is a breakdown in machinery or an essential 
service which requires the immediate purchase of 
supplies or equipment to protect the public health, 
safety or welfare, or  
 

(4) An essential department operation affecting the 
public health, safety and welfare would be greatly 
hampered if the prescribed purchasing procedure 
would cause an undue delay in procurement of such 
supplies, equipment or service. 

 
EMERGENCY PROCEDURE 
 
In cases of great emergency as determined by the City Council, 
including, but not limited to, states of emergency defined in 
Section 8558 of the Government Code, when repair or 
replacements are necessary to permit the continued conduct of 
the operation of services of the City, or to avoid danger to life or 
property the City Council, by majority vote, may proceed at 
once to replace or repair any public facility without adopting 
plans, specification, or working details, or give notice for bids to 
let a contract(s).  The work may be done by City forces, by 
contract, or by combination of the two. The City Council 
delegates to the City Manager, the authority to declare a public 
emergency subject to confirmation by the City Council by a 
four-fifths (4/5) vote, at its next meeting. 

 
The City’s Emergency Plan provides for effective mobilization of 
all the resources of this City, both public and private, to meet 
any condition constituting a Local Emergency, State of 
Emergency, or State of War Emergency.  Any expenditure 
made in connection with Emergency activities, including mutual 
aid activities, shall be deemed conclusively to be for the direct 



CITY OF LAKEWOOD 
Purchasing Policy 

210 

 

protection and benefit of the inhabitants and property of the 
City. [Resolution 2011-9] 
 
WAIVING OF PURCHASING PROCEDURES 
 
In its discretion, the City Council may at any time, without 
amending this policy, waive the purchasing procedures or alter 
these proceedings to fit a specific purchase or contract, when 
such waiver is not in violation of state or federal law.  A request 
for waiver should occur only when unforeseen circumstances 
arise that justify an exception to following the provisions of this 
policy and is in the best interest of the City. 


