
Policy No. 4.02 

PROCUREMENT POLICY 

 1. OVERVIEW: 

This policy concerns the control of internal departmental purchasing procedures. The policy is not intended to be a 
detailed description of a complete purchasing system involving vendor authorization and Accounts Payable 
responsibility. 

At the broadest level, the Board of Directors authorizes the transactions for management execution by reviewing and 
approving the annual budget. The Association’s performance against budget should be reviewed by the Board (or by a 
Committee of the Board) in advance of each Board of Director’s meeting, discussing significant variances from 
budget. The authority to execute transactions within the approved budget is delegated to the Community Manager 

The Association’s purchasing procedure shall satisfy the following objectives: 
a. Goods and services will be obtained at the best value level consistent with the quality and service required. 

Lowest bid does not necessarily dictate choice. However, justification for not using the lowest bidder should 
be documented. 

b. Purchasing activities will be undertaken on a timely basis so as not to interfere with the efficient operation of 
the Association. 

c. Purchasing activities will be performed on a fair and ethical basis and will comply with all applicable laws 
and regulations. 

d. Purchasing activities shall not discriminate against any person because of race, creed, color, sex or national 
origin. 

e. The purchasing process will comply in every respect with generally accepted ethical business practices. 

f. The credibility of the vendor will be determined through previous business dealings, references from 
agencies such as the Better Business Bureau or applicable Trade Associations. All required licensing, 
bonding, and insurance coverage will be confirmed, documented, and forwarded to Accounting for filing. 

To ensure these objectives are met, all persons purchasing for the Community Association shall comply with 
the following procurement policy. 

 2. POLICY: 

Authorization Levels:  

a. Authorization of Community expenditures shall adhere to approval levels as determined by the Board 
consistent with the provisions of the governing documents. The “Purchasing Approval Requirements” 
schedule defines authorization and approval limits. 

b. The authorization approval level required will be determined by the total value of a single order for 
leases, purchases and service agreements including required maintenance contracts, insurance, 
shipping and handling, and taxes. Purchases in excess of $5,001.00 require three price quotes. 
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c. The Community Manager must review all leases, purchase agreements, contracts and service 
agreements for acceptable terms and conditions prior to approval and execution. As described in a later 
section, contracts and bid requests above certain terms or amounts must be pre-approved by the Board 
of Directors. 

d. Persons authorizing purchase documents and the payment of billing documents are attesting that there 
is compliance to the purchasing procedures. 

Mandatory Approvals:  
The following classes of expenditures have mandatory approvals as specified: 
 Insurance Board of Directors 
 All leases with terms >2 years Board of Directors  

or with automatic renewals 

Purchasing Approval Requirements:  

Amount of 
Procurement 

Formal RFP Minimum # of Bids 
Required(Y/N) Required 

Authorizing Officials

$ 0 - $1,000 No One Bid Community Manager

$1,001 - $5,000 Yes Two Bids Board of Directors 

$5,001 and more Yes Three Bids Board of Directors 

NOTE: Whenever possible, an RFP should go out to more than three companies/vendors for bids. 

Leases: 
a. The Community Manager may approve an operating lease if the total lease term payments do not exceed the 

authorization limit and the lease term is 24 months or less with no automatic renewals. 

b. The Board of Directors must approve all leases with terms greater than 24 months, and all leases with 
automatic renewals. 

Purchase of Materials, Supplies and Equipment:  
Purchase of new or replacement equipment in excess of $1,500.00 is a reserve item purchase and are added to 
the Association’s Reserve Study. See the Reserve Fund Policy for details. 

Purchase of Services:  
a. Services performed by engineers, architects, attorneys, accountants, tax preparers, reserve study specialists, 

entertainers, advertising agencies, appraisers, maintenance agreements and business consultants, among 
others, are classified as professional services. 

b. Purchase of services for a single event that are budgeted and fall within the user’s authorization limits do not 
need pre-approval. 

c. All services in excess of $10,000.00 require a Board-approved contract prior to commitment. 

d. Prior to engagement of professional services, the reputation and capabilities of the individual or firm should 
be investigated. Only those professionals with a reputation for competence, ethical conduct and timely 
performance should be considered. 
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e. Prior to committing the Association to any obligation under contract or agreement for which the services 
may expose the Association to unacceptable financial risk or other potential liability, the document will be 
reviewed by legal counsel. 

f. Due to the nature of professional services, competitive value determination may not be practical or in the 
best interest of the Association. Nevertheless, an attempt to obtain an estimate of the cost of the services 
being solicited should always be made and documented. 

g. Services are not considered to be reserve item expenditures and are not reported on the Association’s 
Reserve Study. 

 3. PROCUREMENT PROCESS 

a. Request for Proposal (RFP) - The RFP includes options, the development and verification of the project 
specifications, identification of sub-contractors or material providers and related fees, and the 
delivery/performance requirements. 

b. The Community Manager prepares the RFP, the Board reviews it and may request one or more committees 
to review it. The Board will determine the period of time a committee(s) has to provide input so as to not 
delay the distributing of the RFP. If the Board accepts the input from the committee(s), the RFP will be 
updated by the Community Manager, approved by the Board and delivered to prospective bidders. 

c. Bids received over $1001.00 shall be reviewed by the Community Manager and the Board to ensure 
RFP qualification and requirements are met. The Board may refer bids to one or more committees if 
further clarification of them is needed. The Board will determine the period of time a committee(s) may 
have to provide input before a bid is accepted. 

d. Services that require licensing must be solicited only from licensed vendors. All vendors performing 
services within the common area shall provide proof of insurance and, if necessary, provide that the 
Association be additionally insured. Vendors should be requested to secure any permits required to 
perform the work. 

e.  The Board is responsible for selecting the qualified bidder. The Manager will prepare a summary of the 
respondents to the RFP. The summary will include the following information; number of potential 
contractors were sent the RFP, a brief description of the project, a brief summary of the respondents bids 
(specs, price, timeline to complete), recommendation of the appropriate committee (if applicable), 
notation from Finance Committee as to source of funds and account number to charge. The Manager is 
responsible for verifying that the work is complete prior to the vendor receiving payment.  

f. The invoice is paid by check once the documentation has been reviewed and approved by the Management 
Company. 

 4. TYPES OF PROCUREMENTS.

a. Sole Source: For some projects, obtaining competitive bids may not be practical. A procurement over $1,000 
may be obtained only if a written Sole Source justification from the Community Manager is submitted with 
the quote/bid for approval by the Board of Directors prior to contacting the vendor. Once pricing is received, a 
final Board approval is required. 
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b. Emergency: If an emergency procurement of more than $1,000 is required, the Board President, or in the 
absence of, any Corporate Officer may act as the authorizing official in the event that a quorum of the Board is 
not available for an emergency meeting. Emergency procurements are those which, if not obtained, will result 
in a potential for injury or a loss of life and/or property or a levy of a fine by a governmental agency. 

Ratification of the purchase will be made at a special meeting of the Board at the earliest possible date 
at which a quorum will be present. 

c. Contracted Services: Some goods and/or services will be obtained on a single or multi- year contractual 
basis, e.g. Insurance, tree trimming, professional services and shall be reviewed annually by the Board. The 
purchase authority levels and the minimum Request for Proposal (RFP) requirements shall apply. 

d. Non Routine: Purchases that are one time only or may be Reserve Fund projects. The minimum Request for 
Proposal (RFP) requirements shall apply. 

e. Routine: Some goods and services, because of the repetitive and continuous nature of the transactions and 
costs under $1000 per invoice, do not lend themselves to the repeated solicitation of pricing upon each 
occurrence. Examples are: supplies for office; janitorial; pool maintenance; lighting; irrigation, 
landscaping, pest control, etc. 

f. Review of Invoices: The Treasurer will receive monthly invoices via email from the Management 
Company and review them for accuracy and compare them to the General Ledger (GL) and Check Paid 
reports. If there are any questions regarding the GL account numbers used, the charges on invoices don’t 
agree to Board approval provided in a Board meeting for certain expenses, etc., the Treasurer will contact 
the Community Manager for resolution. Once reports have been reviewed and accepted, the treasurer will 
initial the reports, date and retain until the fiscal year audit is completed. 
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