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1.0 POLICY: 
 

It is the policy of the City of Winona to prepare specifications for materials and 
equipment that are open and non-discriminatory.  The specifications shall be clear and 
concise and establish minimum qualifications acceptable for the purchase of materials 
and equipment that is needed so that the highest quality can be received for the most 
economical price. This can be attained only by designating the responsibility for each 
phase of the specification preparation and by the cooperation and planning of all City 
departments. 

 
2.0 DEPARTMENTS AFFECTED: 
 

All departments/divisions. 
 
3.0 RESPONSIBILITIES: 
 

3.1 Materials & non-vehicular equipment: 
 

3.1.1 It shall be the responsibility of the division superintendent to gather 
information on items to be specified and prepare a preliminary draft of the 
specifications. 

 
3.2 Vehicular equipment: 
 

3.2.1 It shall be the responsibility of the division superintendent to gather 
information on items to be specified and prepare a preliminary draft of the 
specifications 

 
3.3 Specifications: 
 

3.3.1 Specifications shall be as open as possible to obtain a diversity of bidders. 
 
  3.3.2 Items specified shall be within the price range of budgeted amount. 
 
  3.3.3 The preliminary draft is to be forwarded to the Department Head at least 

30 days before the anticipated bid date. 
 

 



 
CITY OF WINONA 

WINONA, MINNESOTA 
 

ADMINISTRATIVE 
PROCEDURE 

 
NUMBER: 

114-2 

 
REVISED: 

7 

 
PAGE__2__ 
OF ___2__ 

 
SUBJECT: SPECIFICATION 
PREPARATION PROCEDURE 

 
 

 
 
DEPARTMENT: 

CITY MANAGER 

 
SUPERSEDES: 

1/5/2004 

 
PREPARED BY: 
MHM & KAN 

 
APPROVED BY: 

JRB 

 
REVIEWED: 

4/1/2013 
 
 

3.4 Department Head: 
 

3.4.1 It shall be the responsibility of the Department Head to review the 
proposed specification and prepare the final document. 

 
3.4.1.1 The Department Head has the authority to make revisions so 

as to make the specifications compatible with the City’s policy. 
 

3.4.1.2 Revisions will be made with the cooperation and agreement of 
the Division Superintendent. 

 
3.4.1.3 If agreement cannot be reached between the Department 

Head and the Division Superintendent, the City Manager shall 
make the final decision. 

 
4.0 BID OPENING: 
 

4.1 Bid opening shall be scheduled with the City Clerk. 
 
 


