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INTRODUCTION 
 
 This manual has been developed to serve as a guide to acquaint present and 
potential suppliers with the policies and procedures of the City of Worcester Purchasing 
Division to assist them in conducting business with the City. 
 
 At the outset, it is vital that the basic goals of the City of Worcester Purchasing 
Division be stated: 
 

A) To procure materials, supplies, equipment, or services at the 
lowest possible cost consistent with the quality necessary for 
the proper operation of the various departments, thereby 
attaining the maximum value for each public dollar spent. 

 
B) To maintain the City’s reputation for fairness and integrity and 

to promote impartial and equal treatment to all who wish to 
conduct business with the City. 

 
C) To encourage a mutually cooperative relationship with 

requesting departments recognizing that successful purchasing 
is a result of team planning and effort. 
 

D) To promote social and economic goals such as encouraging 
 small, minority and women-owned businesses to participate in 

bidding of City purchases. 
 
 If there are questions pertaining to policies and procedures, please address your 
correspondence to: 

Purchasing Agent 
      City of Worcester 
      City Hall Room201 
      Worcester, MA  01608 
 

 
 
 

PURCHASING DIVISION ORGANIZATION 
 
 The Purchasing Agent is responsible for executing the statutes, regulations and 
policies relative to the acquisition of goods and services, for directing and supervising the 
operations of the Purchasing Division and for establishing policies concerning the 
procedures involved in the procurement of goods and services. Responsibilities for 
maintaining the overall operation of the division are delegated at the discretion of the 
Purchasing Agent as he/she sees fit. 
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ASSIGNED COMMODITIES 
 
 The buying staff in the Purchasing Division is responsible for the purchasing of 
pre-assigned commodities and services. Inquiries pertaining to specific products or 
services should be addressed to the staff member responsible for the commodity or 
service in question. Prospective vendors are encouraged to inquire at the Purchasing 
Division for guidance or check assignments listed on the division website. 
 

HOW TO RECEIVE NOTICE OF BID OPENINGS 
 

The Purchasing Division posts all open bids, quotes and request-for-proposals on 
its website (www.worcesterma.gov/finance/purchasing). Go to link “Open Bids.” All 
may be downloaded from the website. Interested bidders may also register their business 
on-line for e-mail alerts that will occur when bid opportunities arise in the category(ies) 
registered. Notices of invitations for sealed bids for commodities and services purchased 
by the City of Worcester are also published weekly in the Legal Advertisement Section of 
The Worcester Telegram and are publicly posted on the bulletin board of the Purchasing 
Division. Copies of Invitations for Bids are also available and may be obtained by 
visiting the Purchasing Division weekdays between the hours of 8:30 AM – 5:00 PM. 
 

VENDOR RELATIONSHIPS 
 
 City employees, or members of their families, are forbidden to solicit or accept 
any gift, gratuity or favor from anyone seeking to conduct business with the City of 
Worcester. Any approach of such nature shall be refused and reported immediately to the 
Office of the Purchasing Agent. 
 

COLLUSION 
 

 Under Massachusetts General Laws C. 40, 4B 1| 2, the following certification 
must be provided. 
 
 “The undersigned certifies under penalties of perjury that this bid is in all respects 
bona fide, fair and made without collusion of fraud with any other person. As used in any 
of these sections, the word “person” shall mean any natural person, joint venture, 
partnership, corporation or other business or legal entity.” 
 
 No award will be made without vendor certification of the above.  
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REAP 
(Revenue Enforcement and Protection Program) 

 
 State law mandates that to do business with the City of Worcester the 
Massachusetts Revenue Enforcement and Protection Program of 1983 requires that the 
following be supplied with each bid. 
 
 “Pursuant to Mass. G.L. Ch. 62C, Section 49A, I certify under the Penalties of 
Perjury That I, To My Best Knowledge and Belief, have filed all Mass. State and City 
Taxes required under law.” 
 

No award will be made without vendor certification of the above.  
 

BIDS 
 
 Bid responses must be received by the date and time specified in the bid 
document. All submittals to Purchasing will be date/time stamped and stored according to 
opening date. Bids must not be opened by anyone prior to the official opening time, 
however, the Division may open a bid if it is unclear from the outside of the envelope as 
to which product or service the bidder is responding to. 
 
 Bids will be opened in the bid opening room at the date and time specified in the 
Invitation for Bid. Openings are public and any person or company may attend regardless 
of whether they have submitted a bid. Following the opening, the names of bidding 
vendors and their respective proposals are public information and may be reviewed by 
any interested party in the presence of the responsible Purchasing personnel. Bid results 
and awards are also posted on the Purchasing website. 
 
 All information required by the bid document must be supplied by the bidder. The 
Purchasing Agent will accept bids with minor defects or inconsequential variations in the 
bid requirements which do not affect the quality, quantity, use or delivery schedule for 
the goods or services being procured as determined by generally accepted practices. See 
section below on Minor Defects on Bids. Failure to provide the required information may 
result in rejection of bid. 
 
 Prices and information required by the bid documents, except the signature of the 
bidder, should be typewritten or printed in ink for legibility. Bids written in pencil may 
be rejected. Illegible or vague bids may be rejected. Bids should be signed in ink in the 
corporate or other name of the bidder and must be fully or properly executed by an 
authorized person. 
 
 If required by the bid document, the bidder must insert the price per unit specified 
and the price extensions for each item in the bid. In the event of a discrepancy between 
the unit price and extension, the unit price, unless obviously erroneous, shall govern. 

4 



 Cash discounts will be considered when determining the low bid except when 
cash discounts are for a period of less than 30 days. In this event, cash discounts will not 
be taken into consideration when determining low bid. 
 
 Time, in connection with discount offered, will be computed from the date of 
completion and/or delivery and acceptance at destination, or from date correct bill or 
voucher properly certified by the contractor is received if the latter date is later than the 
date of completion and acceptance and/or delivery and acceptance. 
 

SAMPLES 
 

 When samples are requested, bidders must submit samples with bid in order to 
have the bid considered, unless otherwise specified. Failure to submit such sample(s) may 
be sufficient cause for rejecting a bid or canceling a contract. 
 
 Samples must be submitted and returned free of charge and be accompanied by 
the bidder’s name and address, any descriptive literature relating to the commodity, and a 
statement indicating how and where the sample is to returned to the bidder. 
 

AWARD 
 

 It is the policy of the Purchasing Division to issue awards to the lowest responsive 
and responsible bidder, quoting in accordance with specifications. In determining such, 
consideration shall be given to the following criteria: 
 

A) The ability, capacity, integrity and skill of the bidder to provide the goods 
or services required as stipulated in the specifications of the Invitation for 
Bid. 

B) The capacity of the bidder to provide the services promptly or within 
required time periods without delay or interference. 

C) The quality of performance of previous contracts or services. 
D) The financial resources and ability of the bidder to perform the contract or 

provide the service. 
 
 Vendors may not perform services or deliver goods without receiving a 
purchase order from the City of Worcester. In addition, work performed under a 
contract change order will not be paid unless the change order is approved in 
writing by the Purchasing Agent.  
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MINOR DEFECTS 
 

A minor defect on a bid submittal is one where the result is merely of form and not of 
substance. A bid that is unsigned or the omission of execution of the certificate of tax 
status may be two examples of such minor error. The critical determinant of minor 
defects must be that the error or variation is not prejudicial or preferential to other bidders 
and that it may be waived or corrected without affect upon substantive elements of the 
bid such as, but not limited to, price, quality, payment terms or delivery schedule. 
Resolution of minor defects on bids will be determined by the Purchasing Agent. 
 

 
IDENTICAL LOW BIDS 

 
 In the event of identical and responsible low bids, preference will be given to 
Worcester vendors, with small, minority or women-owned businesses receiving first 
consideration. The next qualifying determinant will be Massachusetts vendors over out-
of-state vendors. If there is a tie for the low bid between non-Massachusetts vendors, 
preference may be given to vendors offering goods or supplies made in the United States. 
A last resort method of determining an award will be by random drawing of all tie 
bidders who are low. 
 

INSPECTION AND ACCEPTANCE 
 
 No article received by the City shall be considered as accepted until the City has 
had a reasonable opportunity to perform an inspection. Unless otherwise agreed, 
inspection will be at the point of delivery. Any article which is discovered to be defective 
or fails to conform to specifications may be rejected upon initial inspection or any later 
time if the defects contained in the materials or the non-compliance with the 
specifications were not reasonably ascertainable upon initial inspection. Any material or 
good rejected may be returned at vendor’s expense. Upon notice of rejection, the vendor 
shall immediately replace the defective items with others which are conforming to 
specifications. Failure to do so on a timely basis may, at the discretion of the Purchasing 
Agent, be grounds for termination of the contract. 
 

PAYMENT TO VENDORS 
 

 The receiving department or agency will evaluate the goods for vendor 
compliance with all terms and conditions of the agreement. Payment will not be made 
unless the responsible department attests that satisfactory performance was rendered. 
 
 All invoices or goods and services rendered must be forwarded by the vendor to 
the responsible department or agency. It is the obligation of the department or agency to 
thoroughly examine each invoice for accuracy. Any pricing errors, deviations in 
quantities billed versus quantities accepted, unauthorized shipping or billing terms or 
other general discrepancies will be reported to the vendor. Arrangements must be made 
promptly by the vendor to remedy any invoicing problems.  
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DEBARMENT 
 
 Debarment refers to the exclusion of a vendor from conducting business with the 
City of Worcester. Debarment can only be imposed by the Purchasing Agent for failure 
to fulfill a contractual or award obligation. Prior to debarment, the Purchasing Agent will 
attempt to contact the vendor to inform them that debarment is being considered and to 
allow the vendor the opportunity to defend the reasons given. If a vendor is debarred, the 
Purchasing Agent shall notify the vendor in writing stating the reasons for debarment, the 
period of debarment and the earliest date that the vendor may be reinstated. 
 

PROTESTS 
 

 Any bidder intending to protest an award is instructed to do so by submitting 
specified contentions in writing, detailing the reasons for protest. All submittals are to be 
directed to the Purchasing Agent’s office. The Purchasing Division will determine the 
basis for protest and respond appropriately in writing. 


