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VILLAGE CLERK

FLSA EXEMPT
APPLIES TO:
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FLSA NON-EXEMPT

This policy applies to all Village of Kronenwetter employees in the categories checked in this section. Provisions
within individual personal contracts or a collective bargaining agreement may supersede certain parts of this policy.

[gi Non-REPRESENTED EMPLOYEES

POLICY

The Village of Kronenwetter hereby adopts this Purchasing Policy to maintain uniform purchasing rules forall departments,
assiststaffwith guidelines on everyday purchases and to ensure that purchases are completed in atransparent mannersothat
the public may be aware of any expenditure. Itis hoped thatwith the adoption of this policy that purchases canbe streamlined,
purchases canfollow aregularmethod andthatthosethatare outside oftheorganization can easily track expenditures to
conform with open and honest government standards.

This policy shall be applicable to contracts for the procurement of supplies, services, and construction, entered into by the
Village of Kronenwetter after the effective date ofthis policy. The Village shall apply this policy toall expenditures of public

funds by a public agent for public purchasing irrespective of the source of the funds.

Whenthe procurement involves the expenditure offederal assistance orcontractfunds, the procurement shall be conductedin

accordance with any mandatory applicable fed

eral law and regulations.

The Village Administrator shall be charged with the enforcement ofthe rules that are setout by this policy. In the case where

theposition oftheViIIageAdministratorisvacant,theViIIageTreasurerwiIIbechargedwith enforcement ofthis policy.

The following regulations and requirements to

organization behavior are hereby adopted:

} Atno time shall any Village employee participate directly orindirectly inaprocurement activity whenthe

VillagejLoT2) employee shallfinancially profit from the purchase activity, incases ofthis nature, a
purchase shall be recommended toanemployee's supervisorwithemployees recommending toa

department head, and adepartmentheadrecommending the purchasetotheVillage Administrator. In

thecasewherethere

exists a conflict ofinterestinthe position ofthe Village Administrator, the Administrator shall disclose such

conflicttothe governing body andthepurchase activity shallbe approved priorto purchase by the

governing body.

Page 1 of 5

This policy is not intended, and should not be construed, to limit or prevent an employee from exercising rights under the Nationat Labor



Line ltembudgeted contracts forrepairs and maintenance of existing equipment-underthe purchasinglevelsdetailed below,

such as repairs to existing information technology equipment, utility pumps, traffic signals, window cleaning, floor waxing,
vehicle repairs and building maintenance shall require only approval of the Village Administrator. Contracts that include

expenses|LDT4) that exceed $10,000 in a calendar year period

Administrative Policy Gommittee-and shall be presented tothe Village Board for approval prior to acontract being

approved.

EXCEEDING BUDGETED EXPENDITURE LINE ITEM TOTAL
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-

Any change to a budget line item category of the types listed in Wis. Stat. § 65.90(3)(b) is to be made

undenLot7i \Vis _Stat 8 65 90(5) T

{ngsm#; Wq d, and should not be construed, to limit or prevent an employee from exercising rights under the National Labor
10ns Act. TReVi rage of Kronenwetter retains the right to amend or change this policy at any time without prior notice.




UNAUTHORIZED PURCHASE
An unauthorized purchase will-may be considered a personal purchase and the individual who made the purchase

mayjLDTs) be
personally liable for payment as well as subject to possible further disciplinary actions.
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CAPITAL ASSETS
Anitem qualifies as a Capital Asset ifitis over $5,000 in value and has a life span of more than 3years. Purchases of new

capital items which are not replacing another capital item, shall require arecommendationofthe- ARC-andrequire-approval of

thefLoT10 Village Board. All Capital Asset items are also Inventory.
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PETTY-CASHFUND|LOT15]

p.50f 5

W%? @UW?S and should not be construed, to limit or prevent an employee from exercising rights under the National Labor
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