


 

 Kalamazoo County Land Bank Authority Procurement Policies 2 

 

Whenever feasible, procurement and purchasing shall be through local vendors. 

 

Procedure: 

The following shall be in effect when procuring goods and services: 

 

All service providers are required to have general liability insurance in an amount no less than $1,000,000 

and workers compensation insurance as required by law when performing work on behalf of the Land Bank.  

Insurance certificates showing the Land Bank as an additional insured shall be presented before any work 

commences. 

 

 All purchases and procurement for the benefit of the Land Bank shall be tax exempt. 

When purchasing goods and services up to $2,999.99 ($1,999.99 if Davis-Bacon applies) 

Procurement does not have to be by competition.  Items $2,000 and over must be approved 

by Executive Director, or designee.  Vendor selection and pricing should be reviewed at least 

annually for convenience and cost savings. 

When purchasing goods and services $3,000 to $99,999.99 ($2,000 if Davis Bacon applies) 

Procurement must be by competition.  A minimum of two (2) quotes are required. The quotes 

may be verbal or in writing.  The quotes must be documented by staff with purchasing 

paperwork.  If staff wishes to use a specific vendor, without obtaining quotes, a written 

justification must be made, and approved by the Executive Director or designee.  The 

justification and approval must be kept with purchasing paperwork. 

When purchasing goods or services $100,000 and over 

Purchases must be by formal “Invitation for Bid” (IFB), or “Request for Proposal”(RFP) and 

shall be posted on the Land Bank website and sent to all applicable current bidders on the 

current bid list.  Further, advertisements for all bids are at the discretion of the Executive 

Director, or designee.  Evaluation criteria must be included in the solicitation. 

Exceptions: 

The competition requirement may be waived if the procurement meets the sole source definition provided in 

this policy.  All sole source purchases must be approved, in writing, by the Executive Director, or designee, 

prior to the purchase being made.  Documentation of the sole source approval will be maintained with the 

purchasing paperwork.   

 

Bid Solicitation: 
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Files will be maintained for each bid solicitation.  Each file shall contain, at a minimum, a copy of the 

IFB/RFP, a list of who the bid was sent to, a list of responding bidders, bid tabulation, and documentation of 

the winning bid or why the bid was not awarded. 

 

Formal IFB or RFP (Purchases $100,000 and over) 

Bid solicitations shall be distributed directly to bidders on the current qualified bidders list and posted 

on the Land Bank website.  Advertisements for the bid may be published at the discretion of the 

Executive Director, or designee.  

If it becomes necessary to make changes to the bid document, a written addendum shall be posted 

on the Land Bank website and forwarded to all bidders, who must acknowledge receipt of said 

addendum in writing on their bid form.   

Addendums shall be noted at all pre-bid meetings.  Email addresses will be collected by the Land 

Bank at all pre-bid meetings.  Contractors who provide email addresses will be emailed any 

addendums. 

 

If necessary, bids may be cancelled prior to the bid opening date.  Any bids received shall be 

returned unopened to the bidders. 

 

The bid opening may be postponed, if necessary, to allow bidders to revise their bids if an 

addendum has been sent out, or for the convenience of the Land Bank.  If a bidder has already 

submitted their bid when the bid opening has been postponed because of an addendum to the 

original bid or for another reason, the bid may be returned to the bidder for appropriate changes or 

the changes may be submitted in a separately sealed envelope. 

At a minimum, bids shall consist of the following: 

1. Description of what is being bid; 

2. Directions on when, where and how to submit the bid document; 

3. Bid opening details; 

4. Payment procedures; 

5. Withdrawal of bid instructions; 

6. Length of time the bid must be held after bid opening; 

7. Instructions on alternate bids; 

8. Type of contract to be issued; 

9. Indemnification statement; 

10. Termination of contract provision; 

11. Waiver; 

12. Specifications; 


















