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HARBOUR  VILLAGE  RESORT 

PROCUREMENT  POLICY 

PROCUREMENT PLANNING 

Planning is essential to managing the procurement function properly.  Harbour Village will 

periodically review its record of prior purchases, as well as future needs, to:  find patterns of 

procurement actions that could be performed more efficiently or economically; maximize 

competition and competitive pricing among contracts and decrease Harbour Village’s 

procurement costs; reduce Harbour Village’s administrative costs; ensure that supplies and 

services are obtained without any need for re-procurement. e.g., resolving bid protests; and 

minimize errors that occur when there is inadequate lead time.  Consideration should be given 

to storage, security, and handling requirements when planning the most appropriate 

purchasing actions. 

 

PURCHASING METHODS 

Petty Cash Purchases 

Purchases under $100 may be paid for with credit card, check or cash.  Cash reimbursement to 

employees should follow the Reimbursement Policy as follows: 

Employees are expected to exercise prudent business judgment regarding expenses to be 

reimbursed.  Harbour Village Resort monies shall not be used for purchases other than those 

purchases required for the daily operation of Harbour Village Resort. 

Original receipts are required for all expenses submitted for reimbursement.  These receipts 

should contain only items that were purchased for Harbour Village Resort.  Requests for 

reimbursement lacking proper documentation will not be processed and will be returned to the 

originator. 

 

Small Purchases 

For any amounts above $100, but not exceeding $5,000, the General Manager may use small 

purchases procedures.  Under small purchases procedures, it is recommended, but not 

required, that the General Manager obtain three (3) quotes.  To the greatest extent feasible, 

and to promote competition, small purchases should be distributed among qualified sources.  

Quotes may be obtained orally (either in person or by phone), by fax, in writing, or through e-

procurement.  Contracts shall be awarded to the qualified vendor that provides the best value 

to Harbour Village.  If award is to be made for reasons other than lowest price, documentation 
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shall be provided in the contract file.  The General Manager shall not break down requirements 

aggregating more than the small purchase threshold into several purchases that are less than 

the applicable threshold merely to:  (1) permit use of the small purchases procedures or (2) 

avoid any requirements that applies to purchases that exceed the small purchases threshold. 

 

Large Purchases 

Three (3) quotations are required for all contracts that exceed $5,000.  The General Manager 

publicly solicits bids and awards a firm fixed-price contract to the responsible bidder whose bid, 

conforms with all the materials, terms, and conditions of the Request For Proposal (RFP). 

 

ETHICS IN CONTRACTING 

General 

Harbour Village establishes this code of conduct regarding procurement issues.  This code of 

conduct is consistent with applicable Federal, State, or local law. 

 

Conflict of Interest 

No employee, Board member, or agent of Harbour Village shall participate directly or indirectly 

in the selection, award, or administration of any contract if a conflict of interest, either real or 

apparent, would be involved.  This type of conflict would be when one of the persons listed 

below has a financial or any other type of interest in a firm competing for the award: 

1.  An employee, Board member, or agent involved in making the award. 

2.  His/her relative (including father, mother, son, daughter, brother, sister, uncle, aunt, first 

cousin, nephew, niece, husband, wife, father-in-law, mother-in-law, son-in-law, daughter-in-

law, brother-in-law, sister-in-law, stepfather, stepmother, stepson, stepdaughter, stepbrother, 

stepsister, half-brother or half-sister). 

3.  His/her partner. 

4.  An organization which employs or is negotiating to employ, or has an arrangement 

concerning prospective employment of any of the above. 
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Gratuities, Kickbacks, and Use of Confidential Information 

No employee, Board member, or agent shall ask for or accept gratuities, favors, or items of 

value from any contractor, potential contractor, or party to any subcontract, and shall not 

knowingly use confidential information for actual or anticipated personal gain. 

 

AWARDING CONTRACTS 

Awarding a contract is normally made on the basis of the proposal that represents the best 

overall value to Harbour Village, considering price and other factors, e.g., technical expertise, 

past experience, quality of proposed staffing, etc., set forth in the solicitation and not solely the 

lowest price.  If the contract is awarded for other than lowest bid, there must be 

documentation of the reasons for choosing that contractor. 
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