
Policy Manual Finance Spanish Fork City 

2.  FINANCE. 
 
2.10.  PURCHASING POLICY. 

2.10.10.  Basic Provisions. 
 
2.10.20.  Administration. 

2.10.20.010.  Duties of Finance Director/Recorder. 
2.10.20.020.  Definition of Terms. 
 

2.10.30.  Purchase Requisition. 
2.10.30.010.  Necessary Information. 
2.10.30.020.  Receipt of the Purchase Requisition. 
2.10.30.030.  Evaluation of Purchase Requisition. 
2.10.30.040.  Standing Purchase Order. 
2.10.30.050.  Standing Purchase Order Requirements. 
 

2.10.40.  Purchase of Supplies, Equipment, Contractual Services and Construction 
Projects. 

2.10.40.010.  Price Inquiries: $0 - $500. 
2.10.40.020.  Vendor Recommended. 
2.10.40.030.  Vendor Not Recommended. 
2.10.40.040.  Price Inquiries and Informal Bids: $500 - $5,000. 
2.10.40.050.  Description of the Formal Bid Packet. 
2.10.40.060.  Submission of Bids. 
2.10.40.070.  Late or Non-conforming Bids. 
2.10.40.080.  Bid Opening. 
2.10.40.090.  Tie Bids. 
2.10.40.100.  Single Bid. 
2.10.40.110.  Performance Bid. 
2.10.40.120.  Evaluation of Bids. 
2.10.40.130.  Rejection of Bids. 
2.10.40.140.  Award of Bid. 
2.10.40.150.  Inadvertent Bids. 
2.10.40.160.  Delivery Date. 
2.10.40.170.  Vendors List. 
 

2.10.50.  Purchasing of Professional Services. 
2.10.50.010.  Acquisition. 
 

2.10.60.  Disposal on Lease of Public Property. 

1 
 



Policy Manual Finance Spanish Fork City 

2.10.60.010.  All disposals, Leases and/or Subleases. 
 

2.10.70.  Personal Purchases and Penalties. 
2.10.70.010.  Violation of this Provision. 
2.10.70.020.  Collusion Among Bidders. 
2.10.70.030.  Advance Disclosures. 
2.10.70.040.  Personal Purchases. 
 

2.10.80.  General Conditions. 
2.10.80.010.  Listing. 

 
2.20.  INVESTMENT POLICY. 

2.20.10.  Investment Policy. 
2.20.10.010.  Introduction. 
2.20.10.020.  Governing Authority. 
2.20.10.030.  Scope. 
2.20.10.040.  General Objectives. 
2.20.10.050.  Standards of Care. 
2.20.10.060.  Authorized Financial Institutions, Depositories, and 
Broker/Dealers. 
 

2.30.  CASH HANDLING POLICY. 
2.30.10.  Cash Handling Policy. 

2.30.10.010.  Purpose. 
2.30.10.020.  Policy. 
2.30.10.030.  Procedures. 
 

2.40.  DONATION POLICY. 
2.40.10.  Donation Policy. 

2.40.10.010.  Purpose. 
2.40.10.020.  Definition. 
2.40.10.030.  Process. 
2.40.10.040.  Approval Guidelines. 
2.40.10.050.  Use of Facilities. 
2.40.10.060.  Application for Donation/Waiver Request Form. 

 
2.50 Utility Office Customer Deposit Policy 
 2.50.10 Utility Office Customer Deposit Policy 
  2.50.10.10 Purpose 
  2.50.10.20 Initial Deposit 

2 
 



Policy Manual Finance Spanish Fork City 

  2.50.10.30 Holding of Deposits 
 
 
 
2.  FINANCE. 
 
2.10.  PURCHASING POLICY. 
 
2.10.10.  Basic Provisions. 

A.  A purchasing system of the City of Spanish Fork has been established in Chapter 
3.06 of the City Municipal Code.  The policies, rules, ordinances and procedures 
establish the following basic provisions for the city purchasing: A system free of political 
and personal considerations; 

1 An on-going centralized purchasing system capable of providing daily service and 
support on a citywide basis. 

2 Establishment of responsibility and accountability over implementation of the 
procurement of commodities, contractual services, equipment and capital outlay 
items. 

3 Establishment of the principles of competitive purchasing. 
 
 
2.10.20  Administration. 
 

2.10.20.010.  Duties of Finance Director/Recorder. 
2.10.20.020.  Definition of Terms. 
 
 
2.10.20.010.  Duties of Finance Director/Recorder. 
The Finance Director/Recorder under the direction of the City Manager shall administer 
the purchasing system and shall function as the Purchasing Agent as provided by 
Chapter 3.06 of the Municipal Code and as provided by these policies, rules, and 
regulations. 
 
2.10.20.020.  Definition of Terms. 
A.  All terms, phrases, and words as used in these policies and procedures shall have the 
meanings as defined in this section or as defined by common usage. 

1 Bidding.  The procedure used to solicit quotations on price and delivery from 
various prospective suppliers of supplied, equipment and contractual services. 

2 Contractual Services.  Public works projects and other professional services such 
as auditing, architecture, engineering, or other consulting services. 
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3 Construction.  The process of building, renovating, or demolishing any public 
structure or building, major developmental work, or landscaping of public real 
property.  It does not include the routine operation, routine repair, or routine 
maintenance of existing structure or building, major developmental work, or 
landscaping of public real property.  It does not include the routine operation, 
routine repair, or routine maintenance of existing structures, buildings, or real 
property. 

4 Public Property.  Any item of real or personal property owned by the City. 
5 Purchase Orders.  Official documents used in committing city funds toward the 

purchase of supplies, equipment and contractual services. 
6 Requisitions.  Standard forms used by departments providing detailed 

information as to quantity, description, estimated price, recommended supplier, 
and signature authorization for requested purchases. 

7 Responsible Bid.  An offer, submitted by a responsible bidder, to furnish supplies, 
equipment or contractual services in conformity with the specification, delivery 
terms and conditions, and other requirements included in the invitation for bids. 

8 Responsible Bidder.  A person who has the capability in all respect to perform 
fully the contract requirements and who has the integrity and reliability which will 
assure good faith performance. 

 
 
2.10.30.  Purchase Requisition. 
 

2.10.30.010.  Necessary Information. 
2.10.30.020.  Receipt of the Purchase Requisition. 
2.10.30.030.  Evaluation of Purchase Requisition. 
2.10.30.040.  Standing Purchase Order. 
2.10.30.050.  Standing Purchase Order Requirements. 

 
 

2.10.30.010.  Necessary Information. 
A.  A department may request a purchase by preparing and submitting a purchase 
requisition to the Purchasing Agent.  A copy of a standard purchase requisition is found 
in Appendix 1.  The department submitting the purchase requisition must provide the 
following information on the standard purchase requisition form: 

1 Department.  Department making the request. 
2 Date Requested.  Date the Superintendent or Department Head submits the 

request to the Purchasing Agent. 
3 Date Needed.  The date the material or service needs to be delivered to the City. 
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4 Description.  Must be sufficiently completed to enable the Purchasing Agent to 
proceed with the purchase without requesting supplemental information and 
should include size, style, name and other identifying data.  Care should be taken 
to avoid using a “closed” description or specifications which would prevent 
competitive bidding by vendors.  Brand names or “equal to” may be specified 
only to suggest a standard of quality. 

5 Quantity.  Indicate desired quantity and unit (10 ea., 1 lb., 3 tons, etc.). 
6 Estimated Cost.  Determined by reference to previous purchase or by inquiry to 

the Purchasing Agent. 
7 Actual Cost.  Entered from information furnished on requesting department’s 

copy of purchase order by the Purchasing Agent. 
 
2.10.30.020.  Receipt of the Purchase Requisition. 
When the purchase requisition is received by the Purchasing Agent, the document is 
reviewed for accuracy and completeness.  If additional information is needed, the 
requisition is returned to the ordering department.  If the information is complete, the 
Purchasing Agent will proceed with the processing of the purchase requisition. 
 
2.10.30.030.  Evaluation of Purchase Requisition. 
The purchasing Agent evaluates all purchase requisitions that are submitted to 
determine if they can be purchased under the authority of a standing purchase order.  A 
regular purchase order is issued of the item(s) cannot be purchased on a standing 
purchase order. 
 
2.10.30.040.  Standing Purchase Order. 
A.  The standing purchase order is an agreement with a specific vendor that authorizes 
the purchase of items during the budget year, from the particular vendor, without 
subsequent purchase orders being issued.  The standing purchase order is issued when 
the quantity or apportionment of an item cannot be anticipated or when warehouse 
storage for a given item is not practical or feasible.  Standing purchase order forms are 
issued on the regular purchase order forms and must contain the following information: 

1 The time period the standing order will remain valid.  (At the present time 
standing purchase orders are valid for three months and are reviewed quarterly 
before being renewed). 

2 The maximum unit costs which may be purchased with the standing order.  The 
present limit is $200.00.  (Exceptions may be granted at the discretion of the City 
Manager, or his/her designee). 

3 The maximum total accessed which may be purchased with a given request.  The 
present limit is $500.00.  (Exceptions may be granted at the discretion of the City 
Manager, or his/her designee). 
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4 The maximum aggregate amount authorized to sign for the purchase of the items 
with the standing purchase order. 

5 The name of each individual authorized to sign for the purchase of the items with 
the standing purchase order. 

6 Instructions requiring the vendor to confirm by telephone with the Purchasing 
Agent the pickup of items at the vendor location by employees other than the 
individuals authorized on the standing purchase order. 

 
2.10.30.050.  Standing Purchase Order Requirements. 
Purchases on a standing purchase order do not require a Purchase Requisition Form. 

 
 
2.10.40.  Purchase of Supplies, Equipment, Contractual Services and Construction Projects. 
 

2.10.40.010.  Price Inquiries: $0 - $500. 
2.10.40.020.  Vendor Recommended. 
2.10.40.030.  Vendor Not Recommended. 
2.10.40.040.  Price Inquiries and Informal Bids: $500 - $5,000. 
2.10.40.050.  Description of the Formal Bid Packet. 
2.10.40.060.  Submission of Bids. 
2.10.40.070.  Late or Non-conforming Bids. 
2.10.40.080.  Bid Opening. 
2.10.40.090.  Tie Bids. 
2.10.40.100.  Single Bid. 
2.10.40.110.  Performance Bid. 
2.10.40.120.  Evaluation of Bids. 
2.10.40.130.  Rejection of Bids. 
2.10.40.140.  Award of Bid. 
2.10.40.150.  Inadvertent Bids. 
2.10.40.160.  Delivery Date. 
2.10.40.170.  Vendors List. 
 
 
2.10.40.010.  Price Inquiries: $0 - $500. 
All bidding may be dispensed with the purchases of supplies, equipment, contractual 
services or construction projects having a total estimated value of less than five hundred 
dollars ($500).  Price inquiries will be made in accordance with the following procedures. 
 
2.10.40.020.  Vendor Recommended. 
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When a vendor is recommended by the department submitting the purchase requisition, 
the Purchasing Agent may proceed immediately to make the purchase.  However, 
inquiries will be made with additional vendors if the Purchasing Agent believes that the 
same item can be obtained elsewhere at a lower price. 
 
2.10.40.030.  Vendor Not Recommended. 
If the department submitting the purchase requisition does not recommend a vendor, 
informal price inquiries will be made with several vendors.  Vendor sources for price 
inquiries include: previously used vendors, the vendors list, the Yellow Pages and calling 
cards. 
 
2.10.40.040.  Price Inquiries and Informal Bids: $500 - $5,000. 
A.  Purchases of supplies, equipment, contractual services or construction projects with 
an estimated value of more than five hundred ($500) but less than five thousand 
($5,000) may be purchased in the open market in accordance with the procedures 
described below: 

1 Minimum Number of Bids.  Open market purchases shall, whenever possible, be 
based on at least three (3) bids (price quotations) and shall be awarded to the 
lowest responsible bidder that meets all specifications. 

2 Solicitation of Bids.  Bids (price quotations) shall be solicited from prospective 
vendors by telephone or on Request for Quotation forms. 

a Telephone Requests (Items less than $1,000).  Vendors are selected from 
several sources and asked to give oral bids.  Vendor sources include: 
previously used vendors, the vendors list, the Yellow Pages, and calling 
cards.  Oral bids must be followed up by a written confirmation. 

b Request for Quotation.  To solicit written quotations a Request for 
Quotation form shall be sent to prospective vendors (Appendix 3).  
Vendors shall return the Request for Quotation or submit a written, signed 
quotation.  The quotations are opened in the office of the city purchasing 
agent at the prescribed date and time and become a matter of public 
record.  A witness is required to write down vendor names and quotations 
and sign as a witness to the opening. 

 
2.10.40.050.  Description of the Formal Bid Packet. 
A.  All formal bid packets shall be prepared for distribution under the direction of the 
purchasing agent.  A copy of the formal bid packet is found in Appendix 4.  The bid 
packet for supplies, equipment on contractual services other than construction shall 
contain the following information:  (Appendix 4) 

1 Invitation to bid (bid advertisement) 
2 Notice to bidders 
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3 Instructions to bidders 
4 General conditions 
5 Special bid conditions of specifications 
6  Bid proposal (terms and conditions required from the bidder). 

 
B.  Bid packets for the construction contracts shall contain the following information: 
(Appendix 5) 

1 Advertisement for bids. 
2 Information for bidders (complete bid information). 
3 General Conditions. 
4 Special Conditions (when required). 

a Contractor requirements on HUD assisted projects. 
b Other special requirements. 

5 Bid request form and bid schedule. 
6 Bid bond (suggested format). 
7 Performance agreement. 
8 Payment bond (suggested format). 
9 Performance bond (suggested format). 
10 Notice of Award. 
11 Notice to Proceed. 
12 Change Order. 

 
2.10.40.060.  Submission of Bids. 
All bids shall be submitted in a sealed envelope on which is written “Bid for (item).” 
 
2.10.40.070.  Late or Non-conforming Bids. 
All late bids shall be rejected and returned to the submitters without being opened.  All 
non-conforming bids shall also be rejected. 
 
2.10.40.080.  Bid Opening. 
A.  Bids shall be opened in public at the time and place stated in the public notice.  The 
bids shall be recorded by a witness on a bid tabulation sheet.  The witness and the 
purchasing agent sign as witnesses to the list of bidders, the bid amounts, the date, and 
the time and place of the bid opening.  The bid tabulation shall include: 

1 Description of the item or service. 
2 Name of the bidder. 
3 Quantity, unit price, and total price of bid. 
4 Delivery date if requested. 
5 Any other required or pertinent information. 

  

8 
 



Policy Manual Finance Spanish Fork City 

B.  The tabulation of bids shall be open to public inspection during regular business 
hours for a minimum of thirty days after the bid opening. 
 
2.10.40.090.  Tie Bids. 
If two (2) or more bids received are for the same total amount or unit price, quality and 
service being equal, and if the public interest will not permit the delay of re-advertising 
for bids, the City Council may accept the lowest bid made by one of the tie bidders after 
negotiation with the tie bidders. 
 
2.10.40.100.  Single Bid. 
In the event a single bid is received, a price or cost analysis may be required.  The bidder 
will be required to furnish a detailed cost proposal for audit, and the bid award shall be 
subject to subsequent negotiation following written determination that the City 
Administrator or his/her designee that there is only one source for the required supply, 
service, or construction item. 
 
2.10.40.110.  Performance Bid. 
Before entering into a construction contract, the City Council shall require a 
performance bond in an amount equal to 100 percent of the price specified in the 
contract.  The form and amount of said bonds shall be described in the notice inviting 
bids. 
 
2.10.40.120.  Evaluation of Bids. 
The purchasing agent forwards the bids and recommendations to the requesting 
department.  The department head and/or superintendent review the bids and purchase 
recommendations to determine the best bid.  All purchases over $5,000 are approved by 
City Council resolution.  The purchase requisition is completed after City Council 
approval. 
 
2.10.40.130.  Rejection of Bids. 
The City Council may, at its discretion, reject any and all bids presented and may re-
advertise for bids in accordance with the procedures described above. 
 
2.10.40.140.  Award of Bid. 
All bids over $5,000 shall be awarded by resolution.  Generally the lowest bidder who 
meets all specifications shall receive the bid award.  Any reasons for not awarding the 
lowest bidder should be clearly stated for public record. 
 
2.10.40.150.  Inadvertent Bids. 
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Correction or withdrawal of inadvertently erroneous bids before or after award, or 
cancellation of awards or contracts based on such bid mistakes shall be permitted in 
accordance with rules and regulation.  After the bid opening, no changes in bid prices or 
other provisions of bids prejudicial to the interest of the city or fair competition shall be 
permitted.  Except as otherwise provided by rules and regulations, all decisions to permit 
the correction or withdrawal of bids or to cancel awards or contracts based on bid 
mistakes shall be supported by a written determination made by the City Manager or 
his/her designee. 
 
2.10.40.160.  Delivery Date. 
If, after the purchasing process has been followed, the low bidder cannot meet the 
required delivery dates, the requesting department shall be contacted to determine what 
course of action should be taken. 
 
2.10.40.170.  Vendors List. 
A vendors list shall be updated at least annually by public advertisement and equal 
consideration will be given to all vendors. 

 
 
2.10.50.  Purchasing of Professional Services. 
 
 2.10.50.010.  Acquisition. 
 

2.10.50.010.  Acquisition. 
A.  Professional services may be acquired by the City in accordance with the following 
guidelines of estimated cost: 

1 $0 - $1,000.  The department head may informally solicit and negotiate 
professional services without limitation. 

2 $1,001 - $5,000.  The purchasing agent shall submit a “Request for Proposal” 
(RFP) letter to at least three professionals, if possible, providing the desired 
service.  The “RFP” should contain an outline of the services required and any 
specific requirement and conditions of the City.  A letter of qualification shall also 
be solicited in addition to the actual proposal.  The City may negotiate final fees 
and services and accept a final proposal based upon qualifications, experience, 
past performance and negotiated fees. 

3 Over $5,000.  The purchasing agent shall prepare a “Request for Proposal” and 
advertise such in the newspaper.  The “RPF” shall outline the basic services 
required and solicit a request for a detailed description of specific requirement, 
conditions and specification so the requested services. 
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B.  This detailed description and “RFP” should also be sent to any known firms or 
individuals providing the requested services.  A detailed letter of qualification shall be 
required with each proposal received. 

 
C.  The purchasing agent shall submit the same material to the City Manager and 
request the establishment of a Professional Services Review Committee. 

 
D.  The City Manager shall establish the Committee with representation from the 
submitting department, other city departments, city manager, members of the city 
council, the community at large, and/or other qualified individuals. 

 
E.  The Committee shall review the proposals received and the letters of qualifications 
submitted, screen proposals to the best three, and negotiate with those providers to 
establish a fair and reasonable price.  The committee shall then submit their 
recommendations to the City Council for approval. 

 
F.  A written contract shall be executed for professional services exceeding $1,000. 
 
 

2.10.60.  Disposal on Lease of Public Property. 
 

2.10.60.010.  All disposals, Leases and/or Subleases. 
 
2.10.60.010.  All disposals, Leases and/or Subleases. 
A.  All disposals, leases and/or subleases of Public Property of the city shall be made, 
as nearly as possible, under the same conditions and limitations as required by this 
article in the purchase of public property, but the City Council may also authorize, at its 
discretion: 

1 The sale of any such property at public auction if it deems such a sale desirable 
and in the best interest of the city; or 

2 The lease or sublease of any such property at a properly advertised public 
hearing under such terms and conditions as it may deem are desirable, fair and 
appropriate, considering intended land use and equivalent property tax value, and 
in the best interest of the city. 

 
 
2.10.70.  Personal Purchases and Penalties. 
 

2.10.70.010.  Violation of this Provision. 
2.10.70.020.  Collusion Among Bidders. 
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2.10.70.030.  Advance Disclosures. 
2.10.70.040.  Personal Purchases. 
 
 
2.10.70.010.  Violation of this Provision. 
Violation of this provision by a city employee shall be cause for removal or other 
disciplinary action.  Violation of this provision by an elected official shall be malfeasance 
of office. 
 
2.10.70.020.  Collusion Among Bidders. 
Any agreement or collusion among bidders or prospective bidders, in restraint of 
freedom of competition, by agreement to bid a fixed price, or otherwise, shall render the 
bids of such bidders void. 
 
2.10.70.030.  Advance Disclosures. 
Any disclosure in advance of the opening of bids, whether in response to advertising or 
an informal request for bids, made or permitted by a member of the City Council or a 
city employee shall render void the advertisement or request for bids. 
 
2.10.70.040.  Personal Purchases. 
Purchases of supplies or equipment for personal use of an official or employee of the 
city shall be made only when the item or items are required parts of a worker’s 
equipment and are necessary to the successful performance of the duties of such city 
official or employee.  Other personal purchases shall not be permitted and will be the 
cause for disciplinary action. 

 
 
2.10.80.  General Conditions. 
  

2.10.80.010.  Listing. 
 
2.10.80.010.  Listing. 

1 Definitions. 
2 Additional Instruction and Detail Drawings. 
3 Schedules, Reports, and Records. 
4 Drawings and Specifications. 
5 Shop Drawings. 
6 Materials, Service and Facilities. 
7 Inspection and Testing. 
8 Substitutions. 
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9 Patents. 
10 Surveys, Permits, and Regulations. 
11 Protection of Work, Property, Persons. 
12 Supervision by Contractor. 
13 Changes in the Work. 
14 Changes in Contract Price. 
15 Time for Completion and Liquidated Damages. 
16 Correction of Work. 
17 Subsurface Conditions. 
18 Suspension of Work, Termination and Delay. 
19 Payments to Contraction. 
20 Acceptance of Final Payment as Release. 
21 Insurance. 
22 Contract Security. 
23 Assignments. 
24 Indemnification. 
25 Separate Contracts. 
26 Subcontracting. 
27 Engineer’s Authority. 
28 Land and Right-of-Ways. 
29 Guarantee. 
30 Arbitration. 
31 Taxes. 

 
1.  Definitions. 
A.  Wherever used in the contract documents, the following terms shall have the 
meanings indicated which shall be applicable to both the singular and plural thereof: 

1 Addenda.  Written or graphic instruments issued prior to the execution of the 
agreement which modify or interpret the contract documents, drawings and 
specifications, by additions, deletions, clarifications or corrections. 

2 Bid.  The offer or proposal of the bidder submitted on the prescribed form setting 
forth the prices for the work to be performed. 

3 Bidder.  Any person, firm or corporation submitting a bid for the work.  
4 Bonds.  Bid, performance, and payment bonds and other instruments of security, 

furnished by the contractor and his surety in accordance with the contract 
documents. 

5 Change Order.  A written order to the contractor authorizing an addition, deletion 
or revision in the work within the general scope of the contract documents, or 
authorizing an adjustment in the contract price or contract time. 
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6 Contract Documents.  The contract, including advertisement for bids, information 
for bidders, bid, bid bond, agreement, payment bond, performance bond, notice 
of award, notice to proceed, change order, drawings, specifications, and 
addenda. 

7 Contract Price.  The total monies payable to the contractor under the terms and 
conditions of the contract documents. 

8 Contract Time.  The number of calendar days stated in the contract documents 
for the completion of the work. 

9 Contract.  The person, firm or corporation with whom the owner has executed the 
agreement. 

10 Drawings.  The part of the contract documents which show the characteristics 
and scope of the work to be performed and which have been prepared or 
approved by the engineer. 

11 Engineer.  The person, firm or corporation named as such in the contract 
documents. 

12 Held Order.  A written order effecting a change in the work not involving an 
adjustment in the contract price or an extension of the contract time, issued by 
the engineer to the contractor during construction. 

13 Notice of Award.  The written notice of the acceptance of the bid from the owner 
to the successful bidder. 

14 Notice to Proceed.  Written communication issued by the owner to the contractor 
authorizing him to proceed with the work and establishing the date of 
commencement of the work. 

15 Owner.  A public or quasi-public body or authority, corporation, association, 
partnership, or individual for whom the work is to be performed. 

16 Project. The undertaking to be performed as provided in the contract documents. 
17 Resident Project Representative.  The authorized representative of the owner 

who is assigned to the project site or any part thereof. 
18 Shop Drawings.  All drawings, diagrams, illustrations, brochures, schedules and 

other data which are prepared by the contractor, a subcontractor, manufacturer, 
supplier, or distributor, which illustrate how specific portions of the work shall be 
fabricated or installed. 

19 Specifications.  A part of the contract documents consisting of written 
descriptions of a technical nature of materials, equipment, construction systems, 
standards and workmanship. 

20 Subcontractor.  An individual, firm or corporation having a direct contract with the 
contractor or with any other subcontractor for the performance of a part of the 
work at the site. 

21 Substantial Completion.  That date as certified by the engineer when the 
construction of the project or a specified part thereof is sufficiently completed, in 
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accordance with the contract documents, so that the project or specified part can 
be utilized for the purposes for which it is intended. 

22 Supplemental General Conditions.  Modifications to general conditions required 
by a federal agency for participation in the project and approved by the agency in 
writing prior to inclusion in the contract documents, and such requirements that 
may be imposed by applicable state laws. 

23 Supplier.  Any person or organization who supplies materials or equipment for the 
work, including that fabricated to a special design, but who does not perform 
labor at the site. 

24 Work.  All labor necessary to produce the construction required by the contract 
documents, and all materials and equipment incorporated or to be incorporated in 
the project. 

25 Written Notice.  Any notice to any party of the agreement relative to any part of 
this agreement in writing and considered delivered and the service thereof 
completed, when posted by certified or registered mail to the said party at his 
last given address, or delivered in person to said party or his authorized 
representative on the work. 

 
2.  Additional Instruction and Detail Drawings.                
A.  The contractor may be furnished additional instructions and detail drawings, by the 
engineer, as necessary to carry out the work required by the contract documents. 
 
B.  The additional drawings and instruction thus supplied will become a part of the 
contract documents. The contractor shall carry out the work in accordance with the 
additional detail drawings and instructions. 

 
3.  Schedules, Reports and Records.        
A.  The contractor shall submit to the owner such schedule of quantities and costs, 
progress schedules, payrolls, reports, estimates, records and other data where 
applicable as required by the contract documents for the work to be performed. 
 
B.  Prior to the first partial payment estimate the contractor shall submit construction 
progress schedules showing the order in which he proposes to carry on the work, 
including dates at which he will start the various parts of the work, estimated date of 
completion of each part and, as applicable: 

1 The dates at which special detail drawings will be required; and  
2 Respective dates for submission of shop drawings, the beginning of manufacture, 

the testing and the installation of materials, supplies and equipment. 
3 The contractor shall also submit a schedule of payments that he anticipates he 

will earn during the course of the work. 
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4.  Drawings and Specifications.              
A.  The intent of the drawings and specifications is that the contractor shall furnish all 
labor, materials, tools, equipment, and transportation necessary for the proper execution 
of the work in accordance with the contract documents and all incidental work necessary 
to complete the project in an acceptable manner, ready for use, occupancy or operation 
by the owner. 
 
B.  In case of conflict between the drawings and specifications, the specifications shall 
govern. Figure dimensions on drawings shall govern over scale dimensions, and detailed 
drawings shall govern over general drawings. 
 
C.  Any discrepancies found between the drawings and specifications and site conditions 
or any inconsistencies or ambiguities in the drawings or specifications shall be 
immediately reported to the engineer, in writing, who shall promptly correct such 
inconsistencies or ambiguities in writing. Work done by the contractor after his 
discovery of such discrepancies, inconsistencies or ambiguities shall be done at the 
contractor's risk. 

 
5.  Shop Drawings. 
A.  The contractor shall provide shop drawings as may be necessary for the prosecution 
of the work as required by the contract documents. The engineer shall promptly review 
all shop drawings. The engineer's approval of any shop drawing shall not release the 
contractor from responsibility for deviations from the contract documents. The approval 
of any shop drawing which substantially deviates from the requirement of the contract 
documents shall be evidenced by a change order. 
 
B.  When submitted for the engineer's review, shop drawings shall bear the contractor's 
certification that he has reviewed, checked and approved the shop drawings and that 
they are in conformance with the requirements of the contract documents. 
 
C.  Portions of the work requiring a shop drawing or sample submission shall not begin 
until the shop drawing or submission has been approved by the engineer. A copy of each 
approved shop drawing and each approved sample shall be kept in good order by the 
contractor at the site and shall be available to the engineer. 

 
6.  Materials, Services and Facilities. 
A.  It is understood that, except as otherwise specifically stated in the contract 
documents, the contractor shall provide and pay for all materials, labor, tools, 
equipment, water, light, power, transportation, supervision, temporary construction of 
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any nature, and all other services and facilities of any nature whatsoever necessary to 
execute, complete, and deliver the work within the specified time. 
 
B.  Materials and equipment shall be so stored as to insure the preservation of their 
quality and fitness for the work. Stored materials and equipment to be incorporated in 
the work shall be located so as to facilitate prompt inspection. 
 
C.  Manufactured articles, materials and equipment shall be applied, installed, 
connected, erected, used, cleaned and conditioned as directed by the manufacturer. 
 
D.  Materials, supplies and equipment shall be in accordance with samples submitted by 
the contractor and approved by the engineer. 
 
E.  Materials, supplies or equipment to be incorporated into the work shall not be 
purchased by the contractor or the subcontractor subject to a chattel mortgage or under 
a conditional sale contract or other agreement by which an interest is retained by the 
seller. 

 
7.  Inspection and Testing. 
A.  All materials and equipment used in the construction of the project shall be subject 
to adequate inspection and testing in accordance with generally accepted standards, as 
required and defined in the contract documents. 
 
B.  The owner shall provide all inspection and testing services not required by the 
contract documents. 
 
C.  The contractor shall provide at his expense the testing and inspection services 
required by the contract documents. 
 
D.  If the contract documents, laws, ordinances, rules, regulations or orders of any public 
authority having jurisdiction require any work to specifically be inspected, tested, or 
approved by someone other than the contract, the contractor will give the engineer 
timely notice of readiness. The contractor will then furnish the engineer the required 
certificates of inspection, testing or approval. 
 
E.  Inspections, tests or approvals by the engineer or others shall not relieve the 
contractor from his obligations to perform the work in accordance with the requirements 
of the contract documents. 
 

17 
 



Policy Manual Finance Spanish Fork City 

F.  The engineer and his representatives will at all times have access to the work. In 
addition, authorized representatives and agents of any participating federal or state 
agency shall be permitted to inspect all work, materials, payrolls, records of personnel, 
invoices of materials, and other relevant data and records. The contractor will provide 
proper facilities for such access and observation of the work and also for any inspection, 
or testing thereof. 
 
G.  If any work is covered contrary to the written instructions of the engineer it must  if 
requested by the engineer, be uncovered for his observation and replaced at the 
contractor's expense. 
 
H.  If the engineer considers it necessary or advisable that covered work be inspected or 
tested by others, the contractor, at the engineer's request, will uncover, expose or 
otherwise make available for observation, inspection or testing as the engineer may 
require, that portion of the work in question, furnishing all necessary labor, materials, 
tools, and equipment. If it is found that such work is defective, the contractor will bear 
all the expenses of such uncovering, exposure, observation, inspection and testing and 
of satisfactory reconstruction. If, however, such work is not found to be defective, the 
contractor will be allowed an increase in the contract price or an extension of the 
contract time, or both, directly attributable to such uncovering, exposure, observation, 
inspection, testing and reconstruction and an appropriate change order shall be issued. 

 
8.  Substitutions. 
Whenever a material, article or piece of equipment is identified on the drawings or 
specifications by reference to branch name or catalogue number, it shall be understood 
that this is referenced for the purpose of defining the performance or other salient 
requirements and that other products of equal capacities, quality and function shall be 
considered. The contractor may recommend the substitution of a material, article, or 
piece of equipment of equal substance and function for those referred to in the contract 
documents by reference to brand name or catalogue number, and if, in the opinion of the 
engineer, such material, article or piece of equipment is of equal substance and function 
to that specified, the engineer may approve its substitution and use by the contractor. 
Any cost differential shall be deductible from the contract price and the contract 
documents shall be appropriately modified by change order. The contractor warrants 
that if substitutes are approved, no major changes in the function or general design of 
the project will result. Incidental changes or extra component parts required to 
accommodate the substitute will be made by the contractor without a change in the 
contract price or contract time. 

 
9.  Patents. 
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The contractor shall pay all applicable royalties and license fees. He shall defend all suits 
or claims for infringement of any patent rights and save the owner harmless from loss on 
account thereof, except that the owner shall be responsible for any such loss when a 
particular process, design, or the product of a particular manufacturer or manufacturers 
is specified, however if the contractor has reason to believe that the design, process or 
product specified is an infringement of a patent, he shall be responsible for such loss 
unless he promptly gives such information to the engineer. 

 
10.  Surveys, Permits, Regulations. 
A.  The owner shall furnish all boundary surveys and establish all baselines for locating 
the principal component parts of the work together with a suitable number of bench 
marks adjacent to the work as shown in the contract documents. From the information 
provided by the owner unless otherwise specified in the contract documents, the 
contractor shall develop and make all detail surveys needed for construction such as 
slope stakes, batter boards, stakes for pile locations and other working points, lines, 
elevations and cut sheets. 
 
B.  The contractor shall carefully preserve bench marks, reference points and stakes 
and, in case of willful or careless destruction, he shall be charged with the resulting 
expense and shall be responsible for any mistakes that may be caused by their 
unnecessary loss or disturbance. 
 
C.  Permits and licenses of a temporary nature necessary for the prosecution of the 
work shall be secured and paid for by the contractor unless otherwise stated in the 
supplemental general conditions. Permits, licenses and easements for permanent 
structures or permanent changes in existing facilities shall be secured and paid for by 
the owner, unless otherwise specified. The contractor shall give all notices and comply 
with all laws, ordinances, rules and regulations bearing on the conduct of the work as 
drawn and specified. If the contractor observes that the contract documents are at 
variance therewith, he shall promptly notify the engineer in writing, and any necessary 
changes shall be adjusted as provided in section 13, changes in the work. 

 
11.  Protection of Work, Property and Persons. 
A.  The contractor will be responsible for initiating, maintaining and supervising all safety 
precautions and programs in connection with the work. He will take all necessary 
precautions for the safety of, and will provide the necessary protection to prevent 
damage, injury or loss to all employees on the work and other persons who may be 
affected thereby, all the work and all materials or equipment to be incorporated therein, 
whether in storage on or off the site, and other property at the site or adjacent thereto, 
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including trees, shrubs, lawns, walks, pavements, roadways, structures and utilities not 
designated for removal, relocation or replacement in the course of construction. 
 
B.  The contractor will comply with all applicable laws, ordinances, rules, regulations and 
orders of any public body having jurisdiction. He will erect and maintain, as required by 
the conditions and progress of the work all necessary  safeguards for safety and 
protection. He will notify owners of adjacent utilities when prosecution of the work may 
affect them. The contractor will remedy all damage, injury or loss to any property 
caused, directly or indirectly, in whole or in part, by the contractor, any subcontractor or 
anyone directly or indirectly employed by any of them or anyone for whose acts any of 
them be liable, except damage or loss attributable to the fault of the contract documents 
or to the acts or omissions of the owner or the engineer or anyone employed by either of 
them or anyone for whose acts either of them may be liable, and not attributable, 
directly or indirectly, in whole or in part, to the fault or negligence of the contractor. 
 
C.  In emergencies affecting the safety of persons or the work or property at the site or 
adjacent thereto, the contractor, without special instruction or authorization from the 
engineer or owner, shall act to prevent threatened damage, injury or loss. He will give 
the engineer prompt written notice of any significant changes in the work or deviations 
from the contract documents caused thereby, and a change order shall thereupon be 
issued covering the changes and deviations involved. 

 
12.  Supervision by Contractor. 
The contractor will supervise and direct the work. He will be solely responsible for the 
means, methods, techniques, sequences and procedures of contraction. The contractor 
will employ and maintain on the work a qualified supervisor or superintendent who shall 
have been designated in writing by the contractor as the contractor's representative at 
the site. The supervisor shall have full authority to act on behalf of the contractor and all 
communications given to the supervisor shall be as binding as if given to the contractor. 
The supervisor shall be present on the site at all times as required to perform adequate 
supervision and coordination of the work. 

 
13.  Changes in the Work. 
A.  The owner may at any time, as the need arises, order changes within the scope of 
the work without invalidating the agreement. If such changes increase or decrease the 
amount due under the contract documents, or in the time required for performance of 
the work, an equitable adjustment shall be authorized by change order. 
 
B.  The engineer, also, may at any time, by issuing a field order, make changes in the 
details of the work. The contractor shall proceed with the performance of any changes in 
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the work so ordered by the engineer unless the contractor believes that such field order 
entitles him to a change in contract price or time, or both, in which event he shall give 
the engineer written notice thereof within seven (7) days after the receipt of the ordered 
change. Thereafter the contractor price shall document the basis for the change in 
contract price or time within thirty (30) days. The contractor shall not execute such 
changes pending the receipt of an executed change order or further instruction from the 
owner. 

 
14.  Changes in Contract Price. 
The contract price may be changed only by a change order. The value of any work 
covered by a change order or of any claim for increase or decrease in the contract price 
shall be determined by one or more of the following methods in the order of precedence 
listed below: 

1 Unit prices previously approved. 
2 An agreed lump sum. 
3 The actual cost for labor, direct overhead, materials, supplies, equipment, and 

other services necessary to complete the work. In addition there shall be added 
an amount to be agreed upon but not to exceed fifteen (15) percent of the actual 
cost of the work to cover the cost of general overhead and profit. 

 
15.  Time for Completion and Liquidated Damages. 
A.  The date of beginning and the time for completion of the work are essential 
conditions of the contract documents and the work embraced shall be commenced on a 
date specified in the notice to proceed. 
 
B.  The contractor will proceed with the work at such rate of progress to insure full 
completion within the contract time. It is expressly understood and agreed, by and 
between the contractor and the owner, that the contract time for the completion of the 
work described herein is a reasonable time, taking into consideration the average 
climatic and economic conditions and other factors prevailing in the locality of the work. 
 
C.  If the contractor shall fail to complete the work within the contract time, or extension 
of time granted by the owner, then the contractor will pay to the owner the amount for 
liquidated damages as specified in the bid for each calendar day that the contractor shall 
be in default after the time stipulated in the contract documents. 
 
D.  The contractor shall not be charged with liquidated damages or any excess cost 
when the delay in completion of the work is due to the following, and the contractor has 
promptly given written notice of such delay to the owner or engineer: 

1 To any preference, priority or allocation order duly issued by the owner. 
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2 To unforeseeable causes beyond the control and without the fault or negligence 
of the contractor, including but not restricted to, acts of god, or of the public 
enemy, acts of the owner, acts of another contractor in the performance of a 
contract with the owner, fires, floods, epidemics, quarantine restrictions, strikes, 
freight embargoes, and abnormal and unforeseeable weather; and 

3 To any delays of subcontractors occasioned by any of the causes specified in 
paragraphs 15.4.1 and 15.4.2 Of this article. 

 
16.  Correction of Work. 
A.  The contractor shall promptly remove from the premises all work rejected by the 
engineer for failure to comply with the contract documents, whether incorporated in the 
construction or not, and the contractor shall promptly replace and re-execute the work in 
accordance with the contract documents and without expense to the owner and shall 
bear the expense of making good all work of other contractors destroyed or damaged by 
such removal or replacement. 
 
B.  All removal and replacement work shall be done at the contractor's expense. If the 
contractor does not take action to remove such rejected work within ten (10) days after 
receipt of written notice, the owner may remove such work and store the materials at 
the expense of the contractor. 

 
17.  Subsurface Conditions. 
A.  The contractor shall promptly, and before such conditions are disturbed, except in 
the event of an emergency, notify the owner by written notice of: 

a Subsurface or latent physical conditions at the site differing materially from those 
indicated in the contract documents; or 

b Unknown physical conditions at the site, of an unusual nature, differing materially 
from those ordinarily encountered and generally recognized as inherent in work of 
the character provided for in the contract documents. 

 
B.  The owner shall promptly investigate the conditions, and if he finds that such 
conditions do so materially differ and cause an increase or decrease in the cost of, or in 
the time required for, performance of the work, an equitable adjustment shall be made 
and the contract documents shall be modified by a change order. Any claim of the 
contractor for adjustment hereunder shall not be allowed unless he has given the 
required written notice; provided that the owner may, if he determines the facts so 
justify, consider and adjust any such claims asserted before the date of final payment. 

 
18.  Suspension of Work, Termination and Delay. 
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A.  The owner may suspend the work or any portion thereof for a period of not more 
than ninety (90) days or such further time as agreed upon by the contractor, by written 
notice to the contractor and the engineer which notice shall fix the date on which work 
shall be resumed. The contractor will resume that work on the date so fixed. The 
contractor will be allowed an increase in the contract price or an extension of the 
contract time, or both, directly attributable to any suspension. 
 
B.  If the contractor is adjudged a bankrupt or insolvent, or if he makes a general 
assignment for the benefit of his creditors, or if a trustee or receiver is appointed for the 
contractor or for any of his property, or if he files a petition to take advantage of any 
debtor's act, in the contract price or an extension of the contract time, or both, shall be 
made by change order to compensate the contractor for the costs and delays 
necessarily caused by the failure of the owner or engineer. 
 
C.  If the performance of all or any portion of the work is suspended, delayed, or 
interrupted as a result of a failure of the owner or engineer to act within the time 
specified in the contract documents, or if no time is specified, within a reasonable time, 
an adjustment in the contract price or an extension of the contract time, or both, shall be 
made by change order to compensate the contractor for the costs and delays 
necessarily caused by the failure of the owner or engineer. 

 
19.  Payments to Contractor. 
A.  At least ten (10) days before each progress payment falls due (but not more often 
than once a month), the contractor will submit to the engineer a partial payment 
estimate filled out and signed by the contractor covering the work performed during the 
period covered by the partial payment estimate and supported by such data as the 
engineer may reasonably require. If payment is requested on the basis of materials and 
equipment not incorporated in the work but delivered and suitably stored at or near the 
site, the partial payment estimate shall also be accompanied by such supporting data, 
satisfactory to the owner as will establish the owner's title to the material and equipment 
and protect his interest therein, including applicable insurance. The engineer will, within 
ten (10) days after receipt of each partial payment estimate, either indicate in writing his 
approval of payment and present the partial payment estimate to the owner, or return 
the partial payment estimate to the contractor indicating in writing his reasons for 
refusing to approve payment. In the latter case, the contractor may make the necessary 
corrections and resubmit the partial payment estimate. The owner will, within thirty (30) 
days of presentation to him of an approved partial payment estimate, pay the contractor 
a progress payment on the basis of the approved partial payment estimate. The owner 
shall retain ten (10) percent of the amount of each payment until final completion and 
acceptance of all work covered by the contract documents. The owner at any time, 
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however, after fifty (50) percent of the work has been completed, if he finds that 
satisfactory progress is being made, shall reduce retainage to five (5) percent on the 
current and remaining estimates. When the work is substantially complete (operational 
or beneficial occupancy), the retained amount may be further reduced below five (5) 
percent to only that amount necessary to assure completion. On completion and 
acceptance of a part of the work on which the price is stated separately in the contract 
documents, payment may be made in full, including retained percentages, less 
authorized deductions. 
 
B.  The request for payment may also include an allowance for the cost of such major 
materials and equipment which are suitably stored either at or near the site. 
 
C.  Prior to substantial completion, the owner, with the approval of the engineer and 
with the concurrence of the contractor, may use any completed or substantially 
completed portions of the work. Such use shall not constitute an acceptance of such 
portions of the work. 
 
D.  The owner shall have the right to enter the premises for the purpose of doing work 
not covered by the contract documents. This provision shall not be construed as 
relieving the contractor of the sole responsibility for the care and protection of the work 
or the restoration of any damaged work except such as may be caused by agents or 
employees of the owner. 
 
E.  Upon completion and acceptance of the work, the engineer shall issue a certificate 
attached to the final payment request that the work has been accepted by him under the 
conditions of the contract documents. The entire balance found to be due the contractor, 
including the retained percentages, but except such sums as may be lawfully retained by 
the owner, shall be paid to the contractor within thirty (30) days of completion and 
acceptance of the work. 
 
F.  The contractor will indemnify and save the owner or the owner's agents harmless 
from all claims growing out of the lawful demands of subcontractors laborers, workmen, 
mechanics, materialmen, and furnishers of machinery and parts thereof, equipment, 
tools, and all supplies, incurred in the furtherance of the performance of the work. The 
contractor shall, at the owner's request, furnish satisfactory evidence that all obligations 
of the nature designated above have been paid, discharged, or waived. If the contractor 
fails to do so the owner may, after having notified the contractor, either pay unpaid bills 
or withhold from the contractor's unpaid compensation a sum of money deemed 
reasonably sufficient to pay any and all such lawful claims until satisfactory evidence is 
furnished that all liabilities have been fully discharged whereupon payment to the 
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contractor shall be resumed, in accordance with the terms of the contract documents, 
but in no event shall the provisions of this sentence be construed to impose any 
obligations upon the owner to either the contractor, his surety, or any third party. In 
paying any unpaid bills of the contractor, any payment so made by the owner shall be 
considered as a payment made under the contract documents by the owner to the 
contractor and the owner shall not be liable to the contractor for any such payments 
made in good faith. 
 
G.  If the owner fails to make payment thirty (30) days after approval by the engineer, in 
addition to other remedies available to the contractor, there shall be added to each such 
payment interest at the maximum legal rate commencing on the first day after said 
payment is due and continuing until the payment is received by the contractor. 

 
20.  Acceptance of Final Payment as Release. 
The acceptance by the contractor of final payment shall be and shall operate as a 
release to the owner of all claims and all liability to the contractor other than claims in 
stated amounts as may be specifically excepted by the contractor for all things done or 
furnished in connection with this work and for every act and neglect of the owner and 
others relating to or arising out of this work. Any payment, however, final or otherwise, 
shall not release the contractor or his sureties from any obligations under the contract 
documents or the performance bond and payment bonds. 

 
21.  Insurance. 
A.  The contractor shall purchase and maintain such insurance as will protect him from 
claims set forth below which may arise out of or result from the contractor's execution of 
the work, whether such execution be by himself or by any subcontractor or by anyone 
directly or indirectly employed by any of them, or by anyone for whose acts any of them 
may be liable: 

1 Claims under workmen's compensation, disability benefit and other similar 
employee benefit acts; 

2 Claims for damages because of bodily injury, occupational sickness or disease, or 
death of his employees; 

3 Claims for damages because of bodily injury, sickness or disease, or death of any 
person other than his employees; 

4 Claims for damages insured by usual personal injury liability coverage which are 
sustained (1) by any person as a result of an offense directly or indirectly related 
to the employment of such person by the contractor, or (2) by any other person; 
and 

5 Claims for damages because of injury to or destruction of tangible property, 
including loss of use resulting therefrom. 
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B.  Certificates of insurance acceptable to the owner shall be filed with the owner prior 
to commencement of the work. These certificates shall contain a provision that 
coverages afforded under the policies will not be cancelled unless at least fifteen (15) 
days prior written notice has been given to the owner. 
 
C.  The contractor shall procure and maintain, at his own expense, during the contract 
time, liability insurance as hereinafter specified: 

1 Contractor's general public liability and property damage insurance including 
vehicle coverage issued to the contractor and protecting him from all claims for 
personal injury, including death, and all claims for destruction of or damage to 
property, arising out of or in connection with any operations under the contract 
documents, whether such operations be by himself or by any subcontractor under 
him, or anyone directly or indirectly employed by the contractor or by a 
subcontractor under him. Insurance shall be written with a limit of liability of not 
less than $500,000.00 For all damages arising out of bodily injury, including 
death, at any time resulting therefrom, sustained by any one person in any one 
accident; and a limit of liability of not less than $1,000,000.00 Aggregate for any 
such damages sustained by two or more persons in any one accident. Insurance 
shall be written with a limit of liability of not less than $500,000 for all property 
damage sustained by any one person in any one accident; and a limit of liability of 
not less than $500,000.00 Aggregate for any such damage sustained by two or 
more persons in any one accident, with a $1,000,000.00 Umbrella.  

2 Comprehensive general liability insurance may be arranged under a single policy 
for the full limits required or by a combination of underlying policies with the 
balance provided by an excess or umbrella liability policy.  

 
D.  The contractor shall acquire and maintain, if applicable, fire and extended coverage 
insurance upon the project to the full insurable value thereof for the benefit of the 
owner, the contractor, and subcontractor as their interest may appear. This provision 
shall in no way release the contractor or contractor's surety from obligations under the 
contract documents to fully complete the project. 
 
E.  The contractor shall procure and maintain, at his own expense, during the contract 
time, in accordance with the provisions of the laws of the state in which the work is 
performed. Workmen's compensation insurance, including occupational disease 
provisions, for all of his employees at the site of the project and in case any work is 
sublet, the contractor shall require such subcontractor similarly to provide workmen's 
compensation insurance, including occupational disease provisions for all of the latter's 
employees unless such employees are covered by the protection afforded by the 
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contractor, In case any class of employees engaged in hazardous work under this 
contract at the site of the project is not protected under workmen's compensation 
statute, the contractor shall provide, and shall cause each subcontractor to provide, 
adequate and suitable insurance for the protection of his employees not otherwise 
protected. 
 
F.  The contractor shall secure, if applicable, "all risk" type builder's risk insurance for 
work to be performed. Unless specifically authorized by the owner, the amount of such 
insurance shall not be less than the contract price totaled in the bid. The policy shall 
cover not less than the losses due to fire, explosion, hail, lightning, vandalism, malicious 
mischief, wind, collapse, riot, aircraft, and smoke during the contract time, and until the 
work is accepted by the owner. The policy shall name as the insured the contractor, the 
engineer and the owner. 

 
22.  Contract Security. 
The contractor shall within ten (10) days after the receipt of the notice of award furnish 
the owner with a performance bond and a payment bond in penal sums equal to the 
amount of the contract price, conditioned upon the performance by the contractor of all 
undertakings, covenants, terms, conditions and agreements of the contract documents, 
and upon the prompt payment by the contractor to all persons supplying labor and 
materials in the prosecution of the work provided by the contract documents. Such 
bonds shall be executed by the contractor and a corporate bonding company licensed to 
transact such business in the state in which the work is to be performed and named on 
the current list of "surety companies acceptable on federal bonds" as published in the 
treasury department circular number 570. The expense of these bonds shall be borne by 
the contractor, If at any time a surety on any such bonds is declared as bankrupt or 
loses its right to do business in the state in which the work is to be performed or is 
removed from the list of surety companies accepted on federal bonds. Contractor shall 
within ten (10) days after notice from the owner to do so, substitute an acceptable bond 
(or bonds) in such form and sum and signed by such other surety or sureties as may be 
satisfactory to the owner. The premiums on such bond shall be paid by the contractor. 
No further payments shall be deemed due nor shall be made until the new surety or 
sureties shall have furnished an acceptable bond to the owner. 

 
23.  Assignments. 
Neither the contractor nor the owner shall sell, transfer, assign or otherwise dispose of 
the contract or any portion thereof, or of his right, title or interest therein, or his 
obligations thereunder, without written consent of the other party. 

 
24.  Indemnification. 
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A.  The contractor will indemnify and hold harmless the owner and the engineer and their 
agents and employees from and against all claims, damages, losses and expenses 
including attorney's fees arising out of or resulting from the performance of the work, 
provided that any such claims, damage, loss or expense is attributable to bodily injury, 
sickness, disease or death, or to injury to or destruction of tangible property including 
the loss of use resulting therefrom; and is caused in whole or in part by any negligent or 
willful act or omission of the contractor, and subcontractor, anyone directly or indirectly 
employed by any of them or anyone for whose acts any of them may be liable. 
 
B.  In any and all claims against the owner or the engineer, or any of their agents or 
employees, by any employee of the contractor, any subcontractor, anyone directly or 
indirectly employed by any of them, or anyone for whose acts any of them may be liable, 
the indemnification obligation shall not be limited in any way by any limitation on the 
amount or type of damages, compensation or benefits payable by or for the contractor 
or any subcontractor under workmen's compensation acts, disability benefit acts or other 
employee benefits acts. 
 
C.  The obligation of the contractor under this paragraph shall not extend to the liability 
of the engineer, his agents or employees arising out of the preparation or approval of 
maps, drawings, opinions, reports, surveys, change orders, designs or specifications. 

 
25.  Separate Contracts. 
A.  The owner reserves the right to other contracts in connection with this project. The 
contractor shall afford other contractors reasonable opportunity for the introduction and 
storage of their materials and the execution of their work, and shall properly connect and 
coordinate his work with theirs. If the proper execution or results of any part of the 
contractor's work depends upon the work of any other contractor, the contractor shall 
inspect and promptly report to the engineer any defects in such work that render it 
unsuitable for such proper execution and results. 
 
B.  The owner may perform additional work related to the project by himself, or he may 
let other contracts containing provisions similar to these. The contractor will afford the 
other contractors who are parties to such contracts (or the owner, if he is performing the 
additional work himself), reasonable opportunity for the introduction and storage of 
materials and equipment and the execution of work, and shall properly connect and 
coordinate his work with theirs. 
 
C.  If the performance of additional work by other contractors or the owner is not noted 
in the contract documents prior to the execution of the contract, written notice thereof 
shall be given to the contractor prior to starting any such additional work. If the 
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contractor believes that the performance of such additional work by the owner or others 
involves him in additional expense or entitles him to an extension of the contract time, 
he may make a claim therefore as provided in section 14 and 15. 

 
26.  Subcontracting. 
A.  The contractor may utilize the services of specialty subcontractors on those parts of 
the work which, under normal contracting practices, are performed by specialty 
subcontractors. 
 
B.  The contractor shall not award work to subcontractor(s), in excess of fifty (50) 
percent of the contract price, without prior written approval of the owner. 
 
C.  The contractor shall be fully responsible to the owner for the acts and omissions of 
his subcontractors, and of persons either directly or indirectly employed by them, as he 
is for the acts and omissions of persons directly employed by him. 
 
D.  The contractor shall cause appropriate provisions to be inserted in all subcontracts 
relative to the work to bind subcontractors to the contractor by the terms of the contract 
documents insofar as applicable to the work of subcontractors and to give the 
contractor the same power as regards terminating any subcontract that the owner may 
exercise over the contractor under any provision of the contract documents. 
 
E.  Nothing contained in this contract shall create any contractual relation between any 
subcontractor and the owner.  

 
27.  Engineer’s Authority. 
A.  The engineer shall act as the owner's representative during the construction period. 
He shall decide questions which may arise as to quality and acceptability of materials 
furnished and work performed. He shall interpret the intent of the contract documents in 
a fair and unbiased manner. The engineer will make visits to the site and determine if the 
work is proceeding in accordance with the contract documents. 
 
B.  The contractor will be held strictly to the intent of the contract documents in regard 
to the quality of materials, workmanship and execution of the work. Inspections may be 
made at the factory or fabrication plant of the source of material supply. 
 
C.  The engineer will not be responsible for the construction means, controls, 
techniques, sequences, procedures, or construction safety. 27.4 The engineer shall 
promptly make decisions relative to interpretation of the contract documents. 
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28.  Land and Rights-of-Way. 
A.  Prior to issuance of notice to proceed, the owner shall obtain all land and rights-of-
way necessary for carrying out and for the completion of the work to be performed 
pursuant to the contract documents, unless otherwise mutually agreed. 
 
B.  The owner shall provide to the contractor information which delineates and describes 
the lands owned and rights-of-way acquired. 
 
C.  The contractor shall provide at his own expense and without liability to the owner any 
additional land and access thereto that the contractor may desire for temporary 
construction facilities, or for storage of materials. 

 
29.  Guarantee. 
The contractor shall guarantee all materials and equipment furnished and work 
performed for a period of one (1) year from the date of substantial completion.  The 
contractor warrants and guarantees for a period of one (1) year from the date of 
substantial completion of the system that the completed system is free from all defects 
due to faulty materials or workmanship and the contractor shall promptly make such 
corrections as may be necessary by reason of such defects including the repairs of any 
damage to other parts of the system resulting from such defects.  The owner will give 
notice of observed defects with reasonable promptness.  In the event that the contractor 
should fail to make such repairs, adjustments, or other work that may be made 
necessary by such defects, the owner may do so and charge the contractor the cost 
hereby incurred.  The performance bond shall remain in full force and effect through the 
guarantee period. 

 
30.  Arbitration. 
A.  All claims, disputes and other matters in question arising out of, or relating to, the 
contract documents or the breach thereof, except for claims which have been waived by 
the making and acceptance of final payment as provided by section 20, shall be decided 
by arbitration in accordance with the construction industry arbitration rules of the 
American arbitration association.  This agreement to arbitrate shall be specifically 
enforceable under the prevailing arbitration law.  The award rendered by the arbitrators 
shall be final, and judgment may be entered upon it in any court having jurisdiction 
thereof. 
 
B.  Notice of the demand for arbitration shall be filed in writing with the other party to 
the contract documents and with the American arbitration association and a copy shall 
be filed with the engineer.  Demand for arbitration shall in no event be made on any 
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claim, dispute or other matter in question which would be barred by the applicable 
statute of limitations. 
 
C.  The contractor will carry on the work and maintain the progress schedule during any 
arbitration proceedings, unless otherwise mutually agreed in writing. 

 
31.  Taxes. 
The contractor will pay all sales, consumer, use and other similar taxes required by the 
law of the place where the work is performed. 

 
 
2.20.  INVESTMENT POLICY. 
 
2.20.10.  Investment Policy. 
 
2.20.10.  Investment Policy. 
 

2.20.10.010.  Introduction. 
2.20.10.020.  Governing Authority. 
2.20.10.030.  Scope. 
2.20.10.040.  General Objectives. 
2.20.10.050.  Standards of Care. 
2.20.10.060.  Authorized Financial Institutions, Depositories, and Broker/Dealers. 
 
 
2.20.10.010.  Introduction. 
The intent of the Investment Policy of Spanish Fork City is to define the parameters 
within which funds are to be invested. In methods, procedures and practices, the policy 
formalizes the framework for the City’s investment activities that must be exercised to 
ensure effective and judicious fiscal and investment management of the City’s funds. 
The guidelines are intended to be broad enough to allow the investment officer to 
function properly within the parameters of responsibility and authority, yet specific 
enough to adequately safeguard the investment assets. 
  
2.20.10.020.  Governing Authority. 
The investment program shall be operated in conformance with federal, state, and other 
legal requirements, including the Money Management Act of Utah. 
  
2.20.10.030.  Scope. 
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A.  This policy applies to activities of Spanish Fork City with regard to investing the 
financial assets of all funds. In addition, funds held by trustees or fiscal agents are 
excluded from these rules; however, all funds are subject to regulations established by 
the state of Utah. 
 
B.  Note that any excluded funds such as proceeds from certain bond issues are covered 
by a separate policy/ies. 
 
C.  Except for funds in certain restricted and special funds, the City co-mingles its funds 
to maximize investment earnings and to increase efficiencies with regard to investment 
pricing, safekeeping and administration. Investment income will be allocated to the 
various funds based on their respective participation and in accordance with generally 
accepted accounting principles. 
  
2.20.10.040.  General Objectives. 
The primary objectives, in priority order, of investment activities shall be: 

1 Safety.  Safety of principal is the foremost objective of the investment program. 
Investments shall be undertaken in a manner that seeks to ensure the 
preservation of capital in the overall portfolio. The goal will be to mitigate credit 
risk and interest rate risk. 

2 Liquidity.  The investment portfolio shall remain sufficiently liquid to meet all 
operating requirements that may be reasonably anticipated. 

3 Return.  The investment portfolio shall be designed with the objective of attaining 
a market rate of return throughout budgetary and economic cycles, taking into 
account the investment risk constraints of safety and liquidity needs. 

4 Special Considerations.  Where possible, funds may be invested for the 
betterment of the local economy or that of local entities within the State. 

   
2.20.10.050.  Standards of Care. 
A.  Prudence.  The standard of care to be used by investment officials shall be the 
“prudent person” standard and shall be applied in the context of managing an overall 
portfolio. Investment officers acting in accordance with written procedures and this 
investment policy and exercising due diligence shall be relieved of personal liability for 
an individual security’s credit risk or market price changes, provided deviations from 
expectations are reported in a timely fashion and appropriate action is taken to control 
adverse developments.  

 
The "prudent person" standard states that, “Investments shall be made with judgment 
and care, under circumstances then prevailing, which persons of prudence, discretion 
and intelligence exercise in the management of their own affairs, not for speculation, but 
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for investment, considering the probable safety of their capital as well as the probable 
income to be derived.” 

 
B.  Ethics and Conflicts of Interest.  Officers and employees involved in the investment 
process shall refrain from personal activity that could conflict with the proper execution 
and management of the investment program, or that could impair their ability to make 
impartial investment decisions. Employees and investment officials shall disclose any 
material interests in financial institutions with which they conduct business. Disclosure 
shall be made to the governing body. They shall further disclose any personal 
financial/investment positions that could be related to the performance of the 
investment portfolio. 
 
C.  Delegation of Authority and Responsibilities:  

1 Governing Body.  The governing body will retain ultimate fiduciary responsibility 
for the portfolios. 

 
2 Investment Officers.  Authority to manage the investment program is granted to 

the Finance Director also referred to as the investment officer.  Responsibility for 
the operation of the investment program is hereby delegated to the Treasurer 
who shall act in accordance with established written procedures and internal 
controls for the operation of the investment program consistent with this 
Investment Policy.   All participants in the investment process shall seek to act 
responsibly as custodians of the public trust. No officer or designee may engage 
in an investment transaction except as provided under the terms of this policy 
and supporting procedures. 

 
3 Investment Adviser.  The City may engage the services of one or more external 

investment managers to assist in the management of the entity’s investment 
portfolio in a manner consistent with the entity’s objectives. Such external 
managers may be granted discretion to purchase and sell investment securities in 
accordance with this Investment Policy. 

  
2.20.10.060.  Authorized Financial Institutions, Depositories, and Broker/Dealers. 
Authorized Financial Institutions, Depositories, and Broker/Dealers will be determined 
by the Utah Money Management Council. 
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2.30  CASH HANDLING POLICY. 
 
2.30.10.  Cash Handling Policy. 
 
 
2.30.10.  Cash Handling Policy. 
 

2.30.10.010.  Purpose. 
2.30.10.020.  Policy. 
2.30.10.030.  Procedures. 
 
 
2.30.10.010.  Purpose. 
This Policy establishes uniform policies and procedures to be followed in the centralized 
collection, custody, reporting and deposit of cash receipts for all departments within the 
City of Spanish Fork (the City). “Cash,” as referenced herein, includes coin, currency, 
checks, e-checks, cashier’s checks, travelers checks, money orders, debit/credit card 
receipts, direct bank deposit remittance receipts, electronic funds transfers (ACH), and 
wire transfer receipts. 

  
2.30.10.020.  Policy. 
Storing cash receipts anywhere overnight should be avoided; where feasible deposits 
should be made daily. All cash collected by or on behalf of the City shall be directly 
remitted to the Treasury Division and/or a bank depository account listed in the City’s 
name within 3 business days. 
  
Cash received at each location shall be adequately safeguarded at all times, and 
properly receipted and/or documented. Until deposited, all cash collections will be kept 
in locked drawers, cash boxes, or cash registers. If a safe is available, all cash kept 
overnight will be moved into the safe and locked. All customer checks, cashier’s checks, 
traveler checks, and money orders will be restrictively endorsed immediately upon 
receipt. Restrictive endorsement will be made with stamped imprint indicating “for 
deposit only, City of Spanish Fork”. 
  
The Director of Finance (or his/her designee) will be responsible for depositing cash 
received by the Treasury Division to the proper bank depository account on a daily 
basis. Local sites that deposit funds directly to City bank depository accounts shall 
submit supporting documentation to the Treasury Division within 2 business days of 
each deposit.  During transport of deposits, prudent measures shall be taken to assure 
that funds are adequately safeguarded. Such measures may include bonding of the 
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employee who transports the deposit, and security escort or armored car courier 
service. 
  
Under no circumstances should disbursements be made from cash receipts. Cash 
receipts should be accounted for in detail and reconciled to the penny against the 
corresponding source journal(s). No checks are to be cashed from the cash receipt 
coin/currency originally collected. Refunds or returns may be processed against like-
tender; currency for currency, credit card for credit card, etc, however refunds of cash 
for checks are not permissible. Such unlike refunds or returns must be processed 
through the city’s cash disbursement system with normal disbursement oversight and 
control. 

  
2.30.10.030.  Procedures. 
  
A.  Cash Collection Points other than Treasury Division at City Hall 
  

1 Cash collection points must be established in conjunction with the Treasury 
Division of the City’s Finance Department. The City has established 
requirements for cash collection point activity and associated personnel. 

 
2 Upon receipt of any currency or coins a pre-printed and pre-numbered receipt 

form or signup sheet, a license form, or permit form showing the date of the 
transaction shall be completed by the employee or agent. The specific receipt 
used will be based upon operational customs and the type of service program 
offered by each department/location. A copy of the receipt shall be provided to 
the customer in all instances and upon the Finance Department’s request signage 
within the department will be displayed indicating that all cash (currency or coin) 
transactions will be concluded with a numerically controlled receipt reflecting the 
date, the amount of the transaction and the receiving clerk’s name or identifier 

 
3 Collections received in mediums other than currency or coins shall be receipted 

on a pre-numbered Report of Receipts (ROR) form and deposited per policy 
guidelines above. Examples include checks, traveler’s checks, e-checks, money 
orders, wire transfers receipted in Accounts Payable, ACH transfers, and 
credit/debit card slips (settlements). 

 
4 Wherever practical each clerk/employee who process cash receipts will have 

his/her own starting cash fund which will not be mingled with any other 
clerk/employee’s transactions. Employees handling cash and processing cash 
receipts may be required to be bonded. Employees will be responsible for start-
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up cash and cash collected up to and at the designated process time; the cash 
fund value should equal starting cash plus other cash and tender equal to the sum 
of the cash receipt/refund activity. 

 
5 Each employee, who remits cash through his/her department will have a 

supervisor review and sign that the deposited funds have been verified as part of 
the deposit process. If a supervisor is not available a co-worker may review and 
sign that the deposited funds have been verified.  Departmental discretion is 
allowed in conjunction with the department head and the department’s Principal 
Financial Officer (PFO) to assure appropriate separation of duties. 

 
6 A pre-numbered Report of Receipt (ROR) form shall be completed  and 

submitted to the Treasury Division along with collected cash and equivalents. 
Treasury shall return a date/time stamp endorsed copy of the Report of Receipt 
to the authorized agent who submitted the ROR. Pertinent supporting receipts, 
journals should be maintained by the originator and are subject to no-notice 
audit/review. All collections, including a summarization by type of currency and 
coins received, shall be itemized on the Report of Receipt form. The itemization 
shall specify the source of the receipt, the appropriate revenue code and/or 
expenditure general ledger account. 

 
7 The total amount of cash collected shall be reconciled daily to supporting 

documents and to the total amount shown on the Report of Receipt form prior to 
submission to the Treasury Division. All cashier overages and shortages will be 
recorded to the Over/Under – Miscellaneous GL account assigned to the specific 
department. 

  
B.  Treasury Division – Room 120, Spanish Fork City Hall. 

1 Acquisition and distribution of the supply of “manual entry” Report of Receipt 
forms, generic pre-numbered receipts and sign-up forms shall be maintained and 
accounted for by the Treasury Division on a regular basis. If a department does 
not have a numerically controlled receipt system available for use the generic pre 
numbered receipt forms from Treasury must be requested. 

 
2 For collections received directly from payees at windows in Treasury, a pre-

numbered receipt shall be completed and provided to the customer. 
  
C.  All Departments/Divisions – Cash Collection Points. 

1 Negotiable Instruments Handling.  Personal Checks, Bank Checks, Money 
Orders. 
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a Checks should be made payable to the City of Spanish Fork. 
 

b Under no circumstances should any city employee alter any negotiable 
instrument from its original presented form. 

 
c If a negotiable instrument is presented without signature; make  

arrangements to return the check to the original owner or obtain the 
owner’s signature. 

 
d Any modification to a check after presentment can only be made by the 

account owner. The modification by the account owner must be approved 
by a supervisor and done in the presence of a supervisor. SH HANDLING 
POLICY. 

 
e If the negotiable instrument is presented and there is a conflict between 

the “written amount” and the “numeric amount,” the “written amount” is 
considered the legal and controlling value. If that value does not satisfy 
the payment of the transaction(s) intended, the recipient should make 
arrangements to return the check to the original owner and request a 
replacement check. 

 
 
2.40.  DONATION POLICY. 
 
2.40.10.  Donation Policy. 
 

2.40.10.010.  Purpose. 
2.40.10.020.  Definition. 
2.40.10.030.  Process. 
2.40.10.040.  Approval Guidelines. 
2.40.10.050.  Use of Facilities. 
2.40.10.060.  Application for Donation/Waiver Request Form. 
 
 
2.40.10.010.  Purpose. 
The purpose of this policy is to establish guidelines for the City to determine those 
events, activities or purposes to which the City will donate funds, municipal services or 
waive fees in order to further the interests of the City. 
 
2.40.10.020.  Definition. 
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A person or entity who requests the City to donate funds, municipal services or to waive 
fees is subject to the requirements of this policy.  The expenditure of funds, providing 
municipal services or waiving of fees for City functions or programs is not a donation 
and is not subject to this policy. 
 
2.40.10.030.  Process. 
When donating funds, municipal services or waiving fees, the City shall comply with the 
provisions of Utah Code Ann. §10-8-2.  Only donations/waivers identified and approved 
with the municipal budget are authorized, as long as funds are available in the budget, 
and the total of the donated/waived amounts do not exceed one percent of the City 
general fund budget.  Events, activities or purposes not identified with the budget shall 
not qualify for a donation/waiver.  A donation/waiver application shall be fully 
completed and submitted to the City Finance Director in a timely manner.  The 
application will be submitted to the City Council, for review with the Tentative Budget in 
May of each year or with any subsequent Budget revision public hearing.   The 
donation/waiver list must be approved, rejected or modified at a budget public hearing.   
 
2.40.10.040.  Approval Guidelines. 
A.  The following criteria shall be used as guidelines in determining if a donation/waivers 
should be granted.  These criteria are intended to be rigid standards to assist the City 
Council in making a determination. 
 
The purpose should:  

1. be governmental or non-profit. 
2. provide an economic benefit to the City. 

 
The purpose should not: 

1. be associated with a formal educational organization, public charter school, home 
school, private school or athletic event. 

2. compete with a city sponsored event nor duplicate an event sponsored by the 
city. 

 
B.  The City can take notice of governmental entities; others should show proof of their 
status by showing articles of incorporation or other documents evidencing their non-
profit status. 
 
2.40.10.050.  Use of Facilities. 
A.  Entities which are allowed the use of the City facilities are required to comply with all 
the rules and regulations of the facility, including insurance requirements, if any.  
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Additional rules and regulations may be imposed by the City Council as a condition of 
granting the donation/waiver request. 
 
B.  Concessions require a City Business License and Utah State Sales Tax Certificate 
and number.  Food concessions also require a Food Handlers Permit, issued by the Utah 
County Health Department, in addition to the other permits. 
 
2.40.10.060.  Application for Donation/Waiver Request Form. 
A.  Date: 
 
B.  Person making the request: 
 
 1.  Name: __________________________________________________________ 
 
 2.  Address: __________________________________________________________ 

 
 3.  Phone Number:  (______) - _______-________________ 
 
 4.  Organization:________________________________________________________ 
  
C.  Type of Organization: 
 
 1.  Government _____ 
 2.  Non-Profit    _____ 
 
D.  Description of purpose for the Donation/Waiver: 
 
 
E.  Type of Donation: 
  
 1.  ____ Cash    Amount/Value requested:  $__________________ 
 2.  ____ Municipal Services 
 3.  ____ Fee Waiver    Amount/Value requested:  $__________________ 
 
 

OFFICE USE ONLY 
Submitted to Finance Director   Date:______________ 
Public Hearing     Date:______________ 
Council Approval     Date:______________ 
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2.50 Utility Office Customer Deposit Policy 
 2.50.10 Utility Office Customer Deposit Policy 
  2.50.10.10 Purpose 

2.50.10.20 Initial Deposit 
2.50.10.30 Holding of Deposits 

 
2.50.10.10 Purpose 
This Policy establishes uniform policies to be followed in the collection of customer’s 
utility account deposits. 

 
2.50.10.20 Initial Deposit 
All commercial and industrial users shall be required to post a deposit or obtain a 
satisfactory co-signer.  All residential users both tenants and home owners shall be 
required to post a minimum $200 deposit, obtain a satisfactory co-signer, or have had 
ten years of prior city service with a satisfactory payment history as either a homeowner 
or tenant. 
All residential users that sign up for City Auto Pay through Spanish Fork City (not third 
party i.e. Bank Bill Pay or Xpress Bill Pay) within 5 business days of their original sign in 
date will not be required to pay the $200 deposit.  In the event that user cancels Auto 
Pay or has ACH payment rejected for insufficient funds user will immediately be 
required to pay $200 deposit, will be taken off of Auto Pay, and will have their utilities 
shut off. 
Users that have previously had a bad credit history with Spanish Fork City will be 
required to pay an additional deposit above the minimum $200.  The deposit will be two 
times the highest month’s bill based on their previous account. 
SFCN only customers are subject to all of the requirements outlined in this the Utility 
Office Customer Deposit Policy save their required deposit shall be $100. 
All Landlords, including residential and commercial Landlords shall not be required to 
post a deposit. 

 
2.50.10.30 Holding of Deposits 
Deposits taken from a commercial or industrial user may be held for as long as the city 
is providing utility services, or may, at the option of the city, be refunded if a consumer’s 
credit has been established to the satisfaction of the city, generally a ten year history of 
timely payments.  Deposits posted by residential users will be held a minimum of ten 
years or until adequate payment history has been re-established at the discretion of the 
city. 

 RESIDENTIAL COMMERCIAL/INDUSTRIAL LANDLORD 
TENANT/HOME OWNER BUS. OWNER BUS. TENANT LANDLORD 

HISTORY 10 YRS 
GOOD 

HISTORY 

BAD N/A N/A N/A 

DEPOSIT NEEDED NO YES YES YES NO 
CASH N/A YES YES YES N/A 
CO-SIGNER N/A YES YES YES N/A 
$ AMOUNT N/A $200 + $300-$500 + $300-$500 + N/A 
REFUNDED N/A 10 YRS GOOD 

HISTORY 
10 YRS GOOD 

HISTORY 
10 YRS GOOD 

HISTORY 
N/A 
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