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4-9-1. PROCUREMENT POLICY
Mission
The KTA is committed to engaging in transparent, fair and equitable processes for purchasing and to
provide safeguards for maintaining a procurement system of quality and integrity. General purchasing
policies are outlined below.
A.

Purchasing Organization and Objectives
1.

Full and Open Competition: The KTA will make every effort to obtain high quality goods
and services at the best possible price in accordance with established procedures, and
all procurement procedures will be conducted in a fair and impartial manner with the
avoidance of any impropriety.

2.

Ethical Conduct: The KTA will purchase all goods and services in compliance with
Governmental Ethics, Kansas law and KTA policy.
(a)

Gratuities and Gifts: To reduce the potential for conflicts of interest, abuse of
position, or the appearance of impropriety, the KTA limits gifts that employees
may receive from organizations, businesses, or individuals with which they have
(or may have in the future) official relationships concerning the business of the
KTA. Employees may receive an occasional meal, promotional items routinely
distributed by vendors, and de minimis holiday gifts.

(b)

Conflict of Interest: All transactions of the KTA must be in compliance with KSA
68-2015, Kansas Government Ethics Regulation 46-233.
KSA 68-2015 states in part: "Any ... employee of the Authority who contracts
with the Authority or is interested, either directly or indirectly, in any contract
with the Authority or in the sale of any property, either real or personal, to the
Authority shall be punished by a fine of not more than one thousand dollars
($1,000) or by imprisonment for not more than one (1) year, or both."

3.

Authority for Procurement:
(a)

Department of Finance. The Department of Finance has the responsibility for all
procurement negotiations, processes and the administration of KTA Purchasing
Policy as delegated by the KTA CEO.

(b)

Directors: KTA department directors have the responsibility of enforcement of
these policies and any accompanying procedures within their respective
department(s). The department director may delegate the actual purchasing
responsibility to employees within their department and must inform Finance of
any delegated authority or authorized users for designated vendors, and any
changes to delegated authority or authorized users.

(c)

The Authority Board, CEO and Director of Finance reserve the right to make
purchasing decisions determined to be in the best interests of KTA.
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4.

B.

C.

Unauthorized Purchases: The KTA will not be liable for any expenditure or agreement
for expenditure made by a KTA employee who fails to follow this purchasing policy. It
will be considered a violation of policy for an employee to purchase goods and services
without authority. Any violation should be reported to the Director of Finance and Chief
Executive Officer in writing. A violation of policy may result in discipline, up to and
including termination.

Selection of Suppliers. Vendors are selected for their capability to serve the needs of the KTA
in the most economical and efficient manner possible. Past performance, price and vendor
location are important factors.
1.

Vendor Qualifications: The KTA will only make purchases from vendors who possess the
ability to perform successfully under the terms and conditions of the purchasing
contract. The KTA will evaluate vendors for their responsibility, location, business
integrity, record of past performance, insurance, reputation, financial and technical
resources in addition to any other measures the Department of Finance deems relevant.

2.

KTA Contractual Provisions (form 236): Any vendor interested in doing business with
the KTA should agree to the contractual provisions form number 236, or contact Finance
for any areas in which agreement cannot be made.

3.

KTA Vendor Packet: Any vendor interested in doing business with KTA must complete
and return vendor packet provided by the Finance Department.

4.

Price Reasonableness: Reasonableness of a proposed price may be determined by many
factors, including a comparison of: State of Kansas contracts for similar items or
services; prices found reasonable on recent purchases; current price lists; catalogs;
advertisements; and similar items in a related industry. Also, reasonableness of price
may be determined by a price analysis or a cost analysis.

5.

Vendor Accounts: Whenever possible, accounts with vendors will be established in
which payment for goods or services is done through the Finance Department according
to agreed-upon terms. This allows purchases to be made without the exchange of
payment at the time of purchase. The Finance Department will negotiate payment
terms and set up house accounts and maintain a vendor listing of established accounts
for departments to reference. Employees are responsible for purchasing from vendor
accounts whenever possible and for suggesting vendor accounts be established when
the vendor is used on a regular basis

Competitive Selection Process. It is the objective of the Kansas Turnpike Authority to receive
the most competitive purchase price through competitive bidding. It is the responsibility of the
Department of Finance to originate, control, and analyze supplier bids/quotations/proposals.
The requisitioning department is responsible for defining quantity, specifications, delivery date,
and all other pertinent information essential to proper purchase. In some cases, it may be
acceptable for a department to conduct the bid process, but all quotes, bids or requests for
proposals must accompany the requisition paperwork for analysis and review by the
Department of Finance.
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D.

E.

Exemptions to Competitive Selection Process. Certain purchases may be exempt from
competitive bidding process due to the quantity, time factor of demand, and the daily pricing
volatility. Any exemptions must be expressly approved by the Department of Finance and shall
be supported using documented justifications. Any vendor selected due to an exemption to the
competitive selection process will still be subject to section B of this policy (Selection of
Suppliers).
1.

State Contracts: Whenever goods or services are available to the KTA through a
contract with the state government, and when such items or services meet the
requirements of the using department, such item or service will be deemed to have met
the requirements of competitive bidding. The vendor will be subject to section B of this
policy (Selection of Suppliers).

2.

Cooperative Agreements: The KTA is authorized to enter into cooperative purchasing
agreements with other units of government when it is in the best interests of the KTA.
Such agreements are exempted from competitive bidding requirements.

3.

Road and infrastructure contracts: Contracts for road, bridge, or other infrastructure
related projects will be governed by state law that pertains to the Kansas Turnpike
Authority and shall be exempt from this policy.

4.

Professional services: Professional services are not required to be competitively
procured. Requests for proposals may be issued for professional services when
determined to be in the best interests of KTA. Examples include consultants, IT and
accounting support, etc.

5.

Emergency purchases. An emergency purchase may exist where there is a time
sensitive threat to health, welfare, or safety that does not allow time for normal,
competitive selection processes. Examples are automobile accidents, flooding, power
outages, inclement weather or other disasters. All emergency purchases in excess of
the procurement thresholds will require the approval of the Department of Finance.
Items that a department did not realize it would need to operate throughout the year
are not deemed an emergency purchase.

6.

Technology Hardware and Software Purchases: Proposed purchases of technology
hardware, software and services must be reviewed and approved by the IT Department
to ensure compatibility with the KTA’s equipment and network system.

Sole Source Vendor purchases. A sole source purchase may occur when: only one vendor can
provide the product or service; a particular brand is required for compatibility or repair; or for
other reasons determined by the Department of Finance to be in the best interests of KTA. Any
departmental request to purchase by sole source must be include justification and
documentation that a sole source situation exists and is necessary. The documentation will be
retained by the Finance Department for recordkeeping purposes.
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F.

Local Vendor Consideration. In acknowledgement that local vendors contribute and promote
the local and state economy, under certain instances, such local vendors may be provided an
additional consideration when offering quotes or bidding against non‐local vendors.

G.

Procurement Authorization and Thresholds.
The monetary amount of the purchase and the type of purchase determines the appropriate
procurement process. The authorization for certain KTA employees to purchase goods of
particular value are listed below. The chart also indicates the procurement threshold amounts
that will necessitate obtaining quotes or competitive bids. These thresholds apply to aggregate
purchases. (For example, purchase 10,000 screws for $1 each, the aggregate price is $10,000,
not the individual price of $1) Purchase orders may not be split to avoid following these
threshold requirements.) The Finance Department will strictly monitor these requirements.

Amount
$999 or less

$1,000 to $24,999.99

$25,000 to
$249,999.99

$250,000 or greater

Requirements
Must be approved by a foreman, superintendent, or other supervisory
employee.
Department requisition may be required.
No quotes are required.
If quotes were used by the department to determine vendor, the quote form
should be attached to the requisition.
Must be approved by the department director.
Department requisition must be submitted.
Purchases in this range must be made from house accounts or from prequalified vendors. Three written quotes must be provided by qualified
vendors.
Quote form must accompany the requisition before payment will be made.
Documentation supporting internet or email quotes will be accepted.
Must be approved by the Chief Executive Officer.
Formal sealed bid or request for proposal process. Bids/Quotes will be listed
and tabulated and forwarded with supporting documents to the Executive
Assistant’s office for filing.
Must be approved by the Chief Executive Officer and the Authority Board.
Formal competitive bidding or request for proposal process required. Bids
must be listed, tabulated and forwarded with supporting documentation to
the Executive Assistant’s office for filing.

H.

Short-term lease (rental) agreements for goods and services: Leases and/or agreements less
than one year in term and within the fiscal year without a purchase option can be signed by the
department director. Such agreements include but are not limited to equipment rental, routine
maintenance agreements and service agreements, and license agreements for computer
software.

I.

Credit Card Purchases: Credit card purchases are governed subject to this purchasing policy as
well as KTA Policy 4-21-1 Company Credit Cards.
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J.

K.

Centralized Procurement process:
1.
KTA employees are subject to JD Edwards digital purchasing processes.
2.

Vendor Set-Up required: Departments are restricted from purchasing or contracting
with vendors for goods or services until the vendor is set up in the accounting system by
the Department of Finance. Any department desiring to utilize a new vendor not set up
in the system, will have that vendor complete a vendor packet and submit to the
Finance Department.

3.

Requisitions: Departments are responsible for entering in the accounting system to
order or purchase goods or services. Requisition numbers are the computer generated
sequential number provided by the accounting software. Once the goods or services and
the invoice are received, the PO, packing slip (or other form of documentation showing
date received and initials or signature of person receiving goods), and invoice will be
matched and sent to accounts payable for processing. Goods and services should not be
purchased without a requisition number. In certain circumstances, such as office staff is
not available to obtain sequential requisition number, a block of requisition numbers
may be issued to requisitioners and subsequently entered into the system in a timely
manner. (For credit card purchases, a requisition number may be issued at the
beginning of the statement cycle and used for all purchases with that vendor (Home
Depot, Wal‐Mart, etc.) until the month end.

4.

Documentation review: Accounts Payable (Finance Department) will review for proper
documentation, proper budget coding, and accuracy. Any discrepancies will be
reported to the person signing the requisition before payment is made to the vendor.

5.

Reconciliation of vendor statements: It is the responsibility of the departments to
reconcile vendor statements specific to their department. The Finance Department will
assist in this process on an as needed basis.

6.

Budget Allocation and Control: Unless a budget appropriation is available, no
procurement will occur which obligates the KTA to pay for goods or services. Each
respective department head or designee has the responsibility of reviewing the budget
availability prior to beginning the ordering of goods or services. The Chief Executive
Officer has the authority to approve purchases in excess of the budget restrictions when
it is in the best interest of KTA.

Contract Review: All agreements obligating the KTA must be properly reviewed and approved
by the Department of Finance and the KTA General Counsel. The General Counsel will
determine and obtain appropriate signatures before forwarding to the Executive Assistant for
filing.
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