
 

 

 

 
CITY OF MENIFEE 

Memorandum 

 
  
 

 
  
 
To All New City of Menifee Vendors: 
 
Welcome to the City of Menifee!   We hope that your business venture is fulfilling and 
prosperous.  We would like to request that the following be returned to our offices with either 
your signed contract or with your first invoice: 
 
• New Vendor Set-up Form 
• W-9 Form 
• Proof of Insurance 
• EFT Payment Form (optional) 
• Business License Application (required if you are doing business within the city limits) 
• Business License Fee (call City Hall for current fee amount) 
 
Receipt of these documents in a timely manner will ensure that we will be able to get your 
company set up as a vendor and be able to process your requests for payments without delay. 
If you require additional assistance please contact me at (951) 672-6777 or email me at 
wwelch@cityofmenifee.us. 
 
Thank you for your time and attention to this matter,  
 
 
Wendy Welch 
Accounting Manager 
 
 
Enclosures: 
Vendor Letter: Purchasing Policy 
New Vendor Set-up Form 
W-9 
EFT Payment Form 
Business License Application 
 



To:                     All City of Menifee Vendors                                                                                                   

Subject:            Purchasing Policy-City of Menifee 

 

To All Vendors: 

 
The City of Menifee values its relationship with our vendors. In order to continue this relationship, it is 
necessary to periodically clarify the purchasing policies of the City.  This letter provides an overview of 
the key points of our purchasing policies below: 
 

 All general purchases over $2,000 require a purchase order. This includes purchases of supplies, 
equipment, operating or maintenance services and contracts other than Public Works 
construction projects. Items over $50,000 require approval by City Council. Please do not begin 
any work over $2,000 without a purchase order in hand. 
 

 Professional Services: Contracts $25,000 and over require City Council approval.   Please do not 
begin work without a properly executed contract in hand. 

 

 Public Works Construction Contracts: The City of Menifee has adopted the Uniform Construction 
Cost Accounting Procedures (UCCAP), and as such, public works construction contracts under 
$175,000 (as of 7/1/11) may be bid by the informal procedures outlined by the California State 
Controller's Office.  The City publishes an invitation to licensed contractors in November of each 
year to establish a listing of qualified contractors to participate in informal bidding opportunities 
throughout   the next year. Projects over $175,000 must be formally bid. Council approval is 
needed for all items over $30,000.   Please do not begin work without a properly executed 
contract in hand. 

 
Thank you for taking the time to review our procedures. It is my hope that by outlining our 
requirements, we will ensure that we will be able to process payments and contracts in a timely 
manner. If you need further assistance, or if you have suggestions for improving our processes, please 
call Wendy Welch, Accounting Manager at 951-672-6777. 
 

Sincerely, 

Wendy Welch 
Accounting Manager 
 

~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~ 

 

My signature below acknowledges that I have read the purchasing policies outlined above: 

 

_________________________               _______________________        ________________ 

Signature                                                      Title                                                 Date 
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