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Welcome to
University Place

i S S it The City of Uni-

versity Place has

developed this
brochure to ac-

quaint vendors

Clty Hall in the Windmill with the Clty’s
Village complex.

purchasing proc-
ess and to explain clearly how to accom-
plish business promptly and efficiently.
The City wants to conduct business courte-
ously, ethically, and equitably. The City’s
policy is to ensure that all firms have a fair
opportunity to compete for business within

their capabilities.

About
University Place

The City of University Place was incorpo-
rated on August 31, 1995. The City is the
25th largest city in Washington, with a
population of approximately 30,000. It
has a Council-Manager form of govern-
ment. The City Council has seven mem-
bers elected at large and it elects the
Mayor from among them. Guidelines in-
corporated into the City’s purchasing poli-
cies and procedures ensure compliance
with the Washington State laws that con-

trol purchasing.

How the Process Works

Supplier Information Data Sheet

Vendors are encouraged to submit information about
their business on the Supplier Information data sheet
provided by the Finance and Information Services De-

partment.

Goods and Services

The City of University Place has a decentralized pur-
chasing process. It begins when City staff request
goods (materials, supplies, or equipment), services
(professional and non-professional) or public works
(construction of municipal facilities, parks, recreation,

streets, storm drainage, etc.).

Vendors are selected from the City’s vendor list. De-
partment staff solicit quotes from one or more firms,

depending upon the amount of the purchase.

Department staff prepares requisitions. Finance pre-
pares and prints all purchase orders. One copy is the
vendor copy and contains the Terms and Conditions

governing all City purchases.

Upon receipt of the order, department staff review the
invoice and Accounts Payable pays all properly com-
pleted invoices within 30 days after receipt of the in-

voice.

Contracts (except Architects/

Engineers)
The City evaluates bids to select the lowest, most re-

sponsive bid by a responsible bidder. Departments
have the responsibility to ensure that all materials sub-
mitted comply with bid specifications, the bidder is ca-
pable and has successfully completed similar con-
tracts, and the contract reflects the lowest, best price

to complete the work according to the requesting de-

partment’s specifications.

The City evaluates proposals on factors specified in the
Request for Proposal or Request for Bid, and award is
made to the vendor submitting the most advantageous

proposal to the City.

Work Rosters

The City maintains two rosters of firms who wish to par-
ticipate in public works (municipal facilities, parks, rec-
reation, streets, storm drainage, etc.), maintenance, re-
pair, architectural and engineering work and consulting.
The rosters are the Architect and Engineer Consultant
Roster and the Small Works Roster. The Architects and
Engineers are selected through pre-qualification, and this
roster is advertised at least once per year, usually in
January. The Small Works Roster is open to all interested
firms, and is advertised twice each year by the Public
Works Department. Firms wishing to be placed on either
roster must complete an application. City staff select
firms from the Small Works Roster to solicit quotations on
individual projects up to $200,000 in value. The list ro-

tates, so all firms have an opportunity to submit a quote.

Gratuities
The City’s employees are prohibited from accepting gra-

tuities.



