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I. PURPOSE 
 

To establish the policies for contact between Metra personnel and current and prospective 
bidders, proposers, suppliers, and contractors, collectively hereafter sometimes referred to as 
“vendors.” 
 

II. POLICY 
 

All Metra contact with prospective vendors must be made only by the Materials Management 
Department, except as provided. Purchases under $500.00, as covered in Direct Purchases, 
PU-13-RC, and Procurement Card Purchases for Materials and Services, PU-21-RC, are 
exempted from this procedure. 
 
Generally, Vendor/Contractor contact by any Metra personnel who are not in the Materials 
Management Department is prohibited, except to allow Metra staff to obtain information 
concerning potential sources, product availability, product specifications, and 
Vendor/Contractor qualifications. For contact involving professional services, see PU-06-RC, 
PU-07-RC, and PU-08-RC. 
 
After Invitation for Bids/Requests for Proposals have been solicited, but prior to the 
bids/proposals having been received, Metra staff may have contact with prospective vendors 
when necessary to clarify specifications or provide assistance in delineating Metra needs. 
Answers to such inquiries must be made in coordination with the Materials Management 
Department. Discussions with vendors may also be held if authorized by the Materials 
Management Department. 
 
Between the date of the bid opening/proposal due date and day of the award, all contact with 
vendors who submit  bids or proposals must be made by the Materials Management 
Department. 
 
If any non-Materials Management Department Metra personnel has any contact with any 
vendor beyond what is permitted by this policy, the non-Materials Management employee 
must document the contact and furnish a copy to the Materials Management Department. 
 
If a Metra employee who is not in the Materials Management Department has contact with a 
vendor, he/she should always state to a vendor that the contact is being initiated for 
informational purposes only, and not make a commitment of any kind. Information that would 
give a potential bidder or proposer an unfair advantage must not be revealed. Terms or 
conditions of sale must not be discussed unless permitted by the Materials Management 
Department. 
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An employee who makes an unauthorized purchase obligation with a vendor may be  
financially liable and subject to administrative sanctions up to and including dismissal. (Refer 
to Employee Handbook). 
 

III. DEFINITIONS 
 

Vendor Contact:  See Glossary 
 

IV. RESPONSIBILITIES 
 

Materials Management Department 
Primary Metra contact with contractors or vendors. Delegates authority to specified persons in 
writing to contact vendors, except in the case of delivery schedules. Handles all administrative 
correspondence. 
 
Requisitioner/User 
Limits contact with vendors except to the extent permitted by these procedures. Contacts the 
Materials Management Department when a question concerning vendor contact arises. 
Documents all vendor contacts except those concerning delivery schedules, and furnishes a 
copy to the Materials Management Department. 
 



 

 

 

 

EXHIBIT 8(ii) 
Correspondence re: Hiring, Firing, Promotions, Purchasing, and Procurement 


























