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PURCHASING POLICY (#120) 
 
The procedures of the Library regarding purchasing of goods and services, letting of 
contracts, soliciting bids for those goods and services shall be as follows. 
 
Purchasing 
 
Purchases that do not exceed $10,000 in value 
The Executive Director shall have authority to make purchases not to exceed $10,000 in 
value without prior approval by the Library Board.  
 
Purchases greater than $10,000 but under $25,000 in value 
The Executive Director shall have authority to make purchases or enter into contracts of 
greater than $10,000 but under $25,000 as the board-approved budget allows and per 
specific delegation of authority to do so by way of this policy. At least two written quotes 
(or three if practical) shall be obtained, but no formal newspaper notice or sealed-bid 
process is required. 
 
Exceptions: This threshold does not apply to contractual obligations approved as part of 
the Library budget process for recurring services (such as cleaning and HVAC), or to 
book and non-book material purchases, electronic resource subscriptions, and standing 
orders. 
 
Public works construction projects $25,000 and over 
The Library complies with public, competitive bid requirements in accordance with 
Section 40-45 of the Illinois Public Library District Act for the following contracts in the 
amount of $25,000 or more: 
 

A. Construction of a new Library building;  
B. Purchase of a site or Library building;  
C. Remodeling, repairing, or improving the existing Library building;  
D. Erecting an addition to the existing Library building; or  
E. Purchasing necessary equipment for the Library. 

 
Contracts for public works construction projects in the amount of $25,000 or more shall 
be awarded to the lowest responsible bidder following formal advertisement for bids, in 
accordance with state law. Notice of such bids shall be published on the Library’s 
website and in a local newspaper at least thirty (30) days before the bid opening or as 
otherwise determined by the Library Board, or in other appropriate trade publications if 
the goods or services are specialized. 
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The Library Board is not required to accept a bid that does not meet the Library’s 
established specifications, terms of delivery, quality, and serviceability requirements.  
 
Regarding contracts for goods and services not listed above: competitive public bidding 
is not required, but multiple proposals or bids are highly encouraged.  
 
Under emergency circumstances, the Library is exempt from the competitive bidding 
process provided the emergency expenditure(s) is approved by 3/4 of the members of 
the Library Board. 
 
Non-public works contracts 
There is no statutory requirement for formal bidding on non-public works contracts. 
However, the Library may use a Request for Proposals (RFP), Request for Quotations 
(RFQ) or similar process, at the discretion of the Executive Director and Library Board, 
to ensure competition and fairness. 
 
Prevailing Wages 
In accordance with the Illinois Prevailing Wage Act (820 ILCS 130/1 et seq.), the Library 
conducts all applicable work at the general prevailing rate of wages as set by the Illinois 
Department of Labor. 
  
 
Bidding 
 
Bid Opening Procedure  
For public works construction projects of $25,000 or more, the following procedures 
shall apply: 
 

A. Bids shall be submitted sealed to the Executive Director or their designee and 
shall be identified as bids for the specific proposal or project submitted.  

 
B. Bids shall be opened in public at the time and location stated in the notice inviting 

bids.  
 

C. A tabulation of all bids received shall be made by the Executive Director or their 
designee and presented to the Library Board with a recommendation on award or 
rejection of the bids.  

 
Award of Bid 
For public works construction projects of $25,000 or more, The Library Board shall 
award the bid to the lowest responsible bidder. In determining "lowest responsible 
bidder," in addition to price, the Library Board shall consider the following:  
 

A. The ability, capacity and skill of the bidder to perform the contract or provide the 
service required. 

 
B. Whether the bidder can perform the contract or provide the service promptly, or 

within the time specified, without delay or interference. 
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C. The character, integrity, reputation, judgment, experience and efficiency of the 

bidder.  
 

D. The quality of performance of previous contracts or services.  
 

E. The previous and existing compliance by the bidder with laws and ordinances 
relating to the contract or service.  

 
F. The sufficiency of the financial resources and ability of the bidder to perform the 

contract or provide the service.  
 

G. The quality, availability and adaptability of the supplies, or contractual services to 
the particular use required.  

 
H. The ability of the bidder to provide future maintenance and service for the use of 

the subject of the contract.  
 

I. The number and scope of conditions attached to the bid.  
 
Rejection of Bids 
The Library Board shall have the authority to reject any bids, parts of bids, or all bids for 
one or more supplies or contractual services included in the proposed contract, when 
the public interest will be served thereby. 
 
Bid deposits 
Unsuccessful bidders shall be entitled to the return of bid deposits immediately after 
action is taken on the bids by the Library Board or sooner if authorized by the Executive 
Director. The Library may hold the bid deposit of a bidder chosen as the alternate 
successful bidder until the successful bidder has signed the contract, but no longer than 
30 days after the award of the bid. A successful bidder shall forfeit any bid deposit upon 
failure on his or her part to enter into a contract with the Library within ten days after 
receiving written notice from the Executive Director or his/her designee of the award of 
the bid. 
 
Tie bids  
If any bids are received for the same total amount or unit price, quality, service and all 
other pertinent facts being equal, the contract may be awarded by drawing lots in a 
public place. 
   
Payment and Performance Bonds Required for Public Works Contract 
 

A. For public works contracts of $50,000 or more, the contractor shall furnish a 
payment bond in a penal sum equal to the full contract price, for the benefit of the 
Library and of subcontractors and material suppliers in accordance with 30 ILCS 
550/1–2. 

 
B. For public works contracts of $50,000 or more, the contractor shall furnish a 

performance bond in penal sum equal to or greater than the full contact price, 
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delivered to the Library, which may further stipulate that the prevailing rate of 
wages shall be paid to all laborers, workers, and mechanics employed on the 
project, as provided by statute. 

 
C. The Library reserves the right to require bonds on projects below the $50,000 

threshold when deemed in the Library's best interests. 
 
Emergency Purchases 
Where, in the opinion of the Executive Director, a serious emergency exists at the 
Library that will endanger the health or safety of its patrons or staff, the Executive 
Director may make emergency purchases that exceed $10,000 in value. Prior to making 
such a purchase, the Executive Director shall attempt to notify the members of the 
Library Board regarding the pending purchase. The Executive Director may not 
undertake such a contract or purchase if a majority of the members of the Library Board 
whom they are able to contact indicate that they would not confirm and ratify the action 
of the Executive Director in making this purchase under emergency circumstances. The 
Executive Director shall report their actions in making such an emergency purchase at 
the next regular scheduled Library Board Meeting and provide full details as to the 
purchase and the circumstances under which the purchase was made.  
 
Joint Purchase Agreements 
The Library may enter into joint purchasing agreements for the purchase of supplies, 
personal property and services with other governmental units, as provided by the Illinois 
Governmental Joint Purchasing Act (30 ILCS 525/0.01 et seq.), when authorized by the 
Library Board, without individually undertaking the competitive bidding requirement set 
forth within this article, provided that the mechanism for the intergovernmental purchase 
provides for an equal or better opportunity for providers of goods and services to 
competitively bid for the furnishing of such goods or services to the governmental 
bodies. 
 
Conflicts of Interest 
No Library Board member, officer, or employee shall have a financial interest, direct or 
indirect, in any contract or purchase made by the Library, in accordance with 50 ILCS 
105/3 et seq. Any Board member with a potential conflict shall disclose such interest 
and recuse themselves from related deliberations and votes. 
 
 
 
 
 
Adopted: 3/18/1998 
Approved: 3/19/2003, 3/20/2008, 10/18/2017, 6/17/2026 
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