CITY OF RICHMOND

INTRACITY CORRESPONDENCE

To: All Agency Directors

From: Eric R. Mens, CPP, CPPM eg‘\
Director, Procurement of Services

Date: February 12, 2009

Subject: Policy No. 48, Contract Renewals, Extensions, and Option Exercises

L.

Purchasing Policies and Procedures Manual dated 09-01-02 is out of date and needs substantial
revision to bring the Manual into compliance with applicable State and City Codes and to
incorporate current policies and procedures. Until the Manual is rewritten, updated, coordinated,
and re-issued in its entirety, interim changes in procurement policies and procedures will be
implemented through Memorandum issued to City Agencies and Departments. This Policy No.
48 replaces in its entirety any existing policy and procedure currently contained in Purchasing
Policies and Procedures Manual dated 09-01-02 and related guidance published in the
Procurement Tool Kit (Agency Desktop Toolkit 2006) which is posted on the Department of
Finance’s intranet site.

Policy Number 48 provides detailed policies and procedures governing Contract Renewals,
Extensions, and Option Exercises. These include but are not limited to:

(a) Contract renewals, extensions, and option exercises shall be executed by bilateral contract
modification. If such actions increase the total contract value in excess of $100,000, the
CAO must approve them prior to the renewal, extension, or option exercise (§ 48-5.2, § 48-
6.3 and § 48-6.9);

(b) Documents the role and responsibilities of the Office of Minority Business Development
(OMBD) in the contract renewal, extension, and option process (§ 48-5.3, § 48-6.11, and §
48-7.1) and establishes an OMBD Liaison function within the Department of Procurement
Services (§ 48-4.12, § 48-7.2, and § 48-9.5);

(c) Establishes policies concerning contract term, renewal periods, and the exercise of related
contractual rights (§ 48-6.0);

(d) Requires Using Agencies to have internal controls to prohibit contractor access to City
property in the absence of a current insurance certificate, facilitate timely contract action,
properly record and report contractor performance, respond to the notice in § 48-7.3(a) within
ten days, and generate a new purchase request if failure to respond in a timely manner causes
the contract to expire (§ 48-6.7, § 48-7.4, and § 48-8.2 - § 48-8.4); and

(e) Delineates specific departmental responstbilities {§ 48-9.0 through § 48-9.6).
Policy No. 48 will be posted on the Procurement Department’s intranet and internet sites.

Training will be scheduled as needed. This Policy has been developed with OMBD input,
coordinated with the City Attorney’s Office, and 18 effective immediately.






