






































 

 TOWN OF HAMPDEN 
IN THE TOWN COUNCIL 

 
Order 2017-0405 
Adoption: _______, 2017 
 

ORDER ESTABLISHING BID PROCEDURES FOR PUBLIC PURCHASING 
 

ORDERED, that the Town Council hereby approves the following procedures for public 
purchasing. This Order rescinds and replaces the Hampden Town Council Bid 
Procedure Guidelines most recently amended on June 15, 2009. 
 
1. Purposes. The purposes of these Bid Procedures for Public Purchasing are to 

standardize the purchasing procedures of the Town of Hampden thereby 
securing for the Town the advantages of a centralized and uniform purchasing 
policy saving the taxpayers’ money and increasing public confidence in the 
procedures for municipal purchasing; to promote the fair and equitable treatment 
of all vendors of goods and services; and to set forth the duties and 
responsibilities of the Department Heads and the Town Manager, thereby 
fostering interdepartmental cooperation and trust in the purchasing system. 
  

2. Vendor Book. The Town Manager shall establish a Vendor Book organized 
based on different types of goods and services that the Town may wish to 
procure, from time to time. Vendors may be added to the Vendor Book upon the 
initiative of the Town Manager or Department Heads, on the basis of vendor 
responsibility and quality, or upon vendor submittal of qualifications materials. 
The Vendor Book shall be a public document available for inspection upon 
request, and shall be updated by the Town Manager at least annually.  
  

3. Purchases Purchasing procedures are established based on the estimated dollar 
value of the goods or services to be procured: 
  

a. Supplies or Services Estimated to Cost less than ten thousand dollars 
($10,000). may be handled by the Town Manager.  The Town Manager, or 
designee, shall handle purchases under a quotation system. Under this 
system prices are solicited by the Town Manager from at least three 
vendors and the item or service is purchased from the supplier vendor that 
the Town Manager, or designee, recommends. There is no formal bid 
advertisement however, and no official sealed bid opening when a 
quotation is requested. All quotations shall specify delivered prices, terms 
of payment and cash discounts if applicable. If oral quotations are 
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accepted, the Town Manager, or designee, shall make a record of the 
quotation including the person from whom the quote is received, and the 
date and time the quote is received. 
  

 Supplies or Services Estimated to Cost  
b. Purchase or construction in excess of ten thousand dollars (More than 

$10,000)  but Less than $50,000. Department Head shall prepare written 
specifications as to quantity and quality required, the availability of bid 
packages or other details, and the date and time when bids must be 
received. Department Head shall seek written bids from at least three 
vendors, or such greater number of vendors included in the Vendor Book 
that customarily provide the applicable good or service. Specifications with 
bid sheet shall be posted to the “Public Bids and Notices” page on the 
Town of Hampden website, and posted on a bulletin board at the Town 
Office. The specifications will include the date and hour by which bids 
must be received in order to be considered. Bidders shall submit bids prior 
to the date and time specified for opening of bids; late bids shall not be 
accepted. After opening of all bids, the Department Head or Town 
Manager will prepare a recommendation regarding the most responsive 
bidder and report same to the Council’s Finance Committee for review. 
The Finance Committee will report their recommendation to the full Town 
Council at the next regularly scheduled Council meeting. A majority vote of 
the Councilors present is required to accept a bid. The Town Council 
reserves the right to accept or reject any or all bids. All bid results will be 
posted to the Town of Hampden website within three business days after 
the purchasing is awarded. 
  

1.c. Supplies or Services Estimated to Cost More than $50,000. The 
Department Head or Town Manager shall prepare an Invitation for Bids 
describing the Town’s requirements clearly, accurately and completely, 
but avoiding unnecessarily restrictive specifications or requirements that 
might unduly limit the number of bidders. will The Invitation for Bids will be 
put out for bids with advertisementd in a newspaper of regional circulation, 
on the “Public Bids and Notices” page on the Town of Hampden website, 
and posted on a bulletin board at the Town Office, at least ten calendar 
days prior to the time set for public opening of sealed bids. The Invitation 
for Bids and will specify the date and the hour of an official public bid 
opening by the Town Clerk at the Town Office.  Bidders shall submit 
sealed bids prior to the date and time specified for opening of bids; late 
bids shall not be accepted. The advertisement will specify the date and the 
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hour of the public opening.  After opening of all bids, the Department Head 
or Town Manager will prepare a recommendation regarding the most 
responsive bidder and report same they will be turned over to the 
appropriate Council committee for review and said committee will report 
their recommendation to the Council’s Finance Committee for review. The 
Finance Committee will report their recommendation to the full Town 
Council at the next regularly scheduled Council meeting. A majority vote of 
the Councilors present is required to accept a bid. The Town Council 
reserves the right to accept or reject any or all bids. All bid results will be 
posted to the Town of Hampden website within three business days after 
the purchasing is awarded. 

 
4. Waiver. 

   
a. Town Council Authorization. When unusual circumstances exist, 

purchases estimated to cost more than $10,000 but less than 
$50,000exceeding ten thousand dollars ($10,000) may be negotiated by 
use of the quotation quotation system as provided in the above Article #2 
3(a), and purchases estimated to cost more than $50,000 may be 
negotiated by use of the bid solicitation system as provided in the above 
Article #3(b), each subject to the approval of the Town Council.  “Unusual 
circumstances” include but are not confined to limited availability of the 
product or service within the area such as blacktop, tar, asphalt, salt, 
calcium chloride; a limited number of vendors providing a particular good 
or service; and short term rental of equipment. In its consideration of 
whether to authorize this manner of purchasing, the Town Council shall 
consider whether doing so would be reasonably expected to impair the 
Town’s ability to secure the most advantageous purchasing terms. 

  
2.b. Town Manager Authorization. The Town Manager may waive the 

requirements for formal bid solicitation as provided in the above Article 
#3(c), and may instead follow the procedures in Article #3(b), in cases of 
emergency or time constraints that would affect the Town’s ability to 
perform mandated functions, provided that the Town Manager shall file a 
full and complete statement of the reasons for waiving the formal bid 
solicitation process.   

 
5. Cooperative Purchasing. The Town Manager may make cooperative purchases 

in conjunction with other governmental entities, without competitive bidding, if 
he/she determines the purchase is being made after competitive bidding by the 
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cooperative entity or at terms more advantageous than the Town would be likely 
to obtain by competitive bidding. 
  

6. Records Retention. The Department Head or the Town Manager shall keep a 
written record for all public purchases in the amount of $10,000 or more, which 
shall include a record of all bids submitted, for six years following the purchase 
award. All written records shall be available for public inspection, except that 
proposals submitted in response to an Invitation for Bids remain confidential until 
the completion of the evaluations or until the time for acceptance specified in the 
Invitation for Bids, whichever is earlier.  
  

3.7. Disposition of Town-owned equipment. In the event the Town or Department 
wishes to dispose of town-owned equipment with a value exceeding five 
thousand dollars ($5,000) the Town Council will advertise for bids. Said 
advertisement shall state an official bid opening by the Town Clerk at the Town 
Office, specifying the date and hour of the public opening of same. After opening 
of all bids, they will be turned over to the appropriate Council committee for 
review and said committee will report their recommendation to the full Council at 
the next regularly scheduled Council meeting. A majority vote of the Councilors 
present is required to accept a bid. The Town Council reserves the right to 
accept or reject any or all bids. For town-owned equipment with a value of less 
than five thousand dollars ($5,000), the Town Manager shall handle such sales 
under a quotation system. Under this system, values are solicited by the Town 
Manager and the item is sold to the buyer that the Town Manager recommends. 
There is no formal bid advertisement however, and no official sealed bid opening 
when a quotation is requested. Equipment that is traded in as part of a separate 
but related equipment purchase shall not be required to undertake a separate bid 
process provided that the purchase that includes the trade-in is handled in 
accordance with these procedures. 

 
 
Town Clerk:     ORDERED by a majority of the Town Council: 

 
_____________________________ _____________________________________ 
Paula Scott 

_____________________________________ 
 
_____________________________________ 
 
_____________________________________ 
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  LEASE AGREEMENT 
 

 AGREEMENT OF LEASE made this ____ of ____________________, _____, 
2017, by and between the INHABITANTS OF THE TOWN OF HAMPDEN, a municipal 
corporation situated in Penobscot County and State of Maine (hereinafter Lessor), and 
the KIWANIS CLUB OF HAMPDEN, a corporation without capital stock located in 
Hampden, County of Penobscot and State of Maine (hereinafter Lessee). 

 
RECITALS 

1. Lessor is the sole owner of the premises described as Parcel Two in the deed 
of School Administrative District #22 to The Inhabitants of the Town of 
Hampden, dated April 20, 1969, recorded in the Penobscot Registry of 
Deeds, Volume 2183, page 31 (the demised premises), and desires to lease 
the premises to a suitable lessee. 

 
2. Lessee desires to lease the subject premises for the purposes to which its 

charter is dedicated, being all non-profit purposes. 
 

3. The parties hereto desire to enter into a lease agreement defining their rights, 
duties and liabilities relating to the demised premises.  

 
Therefore, in consideration of the mutual covenants wcontained herein, the 

parties agree as follows: 
 

SECTION ONE 
SUBJECT AND PURPOSE 

 
 Lessor leases the land and buildings situated in Hampden, Maine as described 
hereinabove, to Lessee for the purposes to which its charter is dedicated, to wit:   
activities of a civic, social, educational, and otherwise non-profit nature. This lease 
modifies and replaces the prior Lease Agreement, executed on November 17, 2014 and 
terminated effective October 1, 2017. 
 

SECTION TWO 
TERM AND RENT 

 
 Lessor demises the subject premises to Lessee for a term of ten one (10) years, 
commencing __________________  ______October 1, _________ 2017 and 
terminating ten one (101) years thereafter, to wit _______________  ________October 
1, _________, 2018, at the annual rental rate of One Dollar ($1.00). Rental payments 
shall be due and payable on the first day of June of each year.  Lessee shall have the 
option to renew this lease for one additional tenone year term, subject to Lessor 
approval and budgeting for operating costs, unless Lessor provides Lessee with a 
written notice at least 60 days prior to the original termination date that the Lease may 
not be renewed. 
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SECTION THREE 
ALTERATIONS, ADDITIONS AND IMPROVEMENTS 

 
 Subject to the limitation that no substantial portion of the demised premises shall 
be demolished or removed by Lessee without the prior consent of Lessor, Lessee may, 
at its own expense, make any alterations, additions, or improvements in and to the 
demised premises. All alterations, additions and improvements shall be performed in a 
workmanlike manner, and shall be in compliance with all applicable laws, regulations, 
rules or ordinances. 
 
 All alterations, additions and improvements on or in the demised premises at the 
commencement of the lease term, and that may be erected or installed during the term 
shall, except as otherwise provided herein, become part of the demised premises and 
the property of Lessor. 
 

SECTION FOUR 
REPAIRS 

 
 Lessee shall, at all times during the lease and at its own cost and expense, 
promptly notify Lessor of any repair, replacement, and maintainenance in good 
condition the demised premises may require in order to maintain the demised premises 
in good condition. Lessor shall undertake such repair, replacement and maintenance at 
its own cost and expense at such time as the resources to do so become available. 
Lessee and shall, at all times during the lease, use reasonable precaution to prevent 
waste, damage or injury to the demised premises. 
 

SECTION FIVE 
UTILITIES AND TAXES 

 
 All The Lessor shall make all applications and connections for necessary utilities 
on the demised premises, which shall be made in the name of the Lessee onlyLessor., 
and The Lessee Lessor shall be solely liable for all utility charges, including but not 
limited to gas, electricity, telephone services, water, sewer, heating costs and the costs 
of snow removal. 
 

SECTION SIX 
PERMITS 

 
 It shall be the sole responsibility of the Lessee to obtain all necessary Federal, 
State and Municipal permits such as may be necessary to the occupancy and use of the 
demised premises by the Lessee. 
 

SECTION SEVEN 
LEASEHOLD AS SECURITY 

 



 

 

 Lessee agrees to permit Lessee to pledge the leasehold and/or any fixtures 
owned by Lessee as security for any loan(s) made by lending institutions, provided, 
however, that the loan shall be repaid by the end of the lease term and the said loan(s) 
shall be used solely for the purpose of making leasehold improvements. 
 

 
SECTION EIGHTSEVEN 

DEFAULT 
 

 In the event Lessee shall fail to make rental payments on the due dates specified 
herein, or shall otherwise fail to comply with the obligations of Lessee under this 
Agreement at any time during the term of this Agreement, and shall continue to fail to 
make said rental payments or correct said failure to comply with this Agreement for a 
period of ten (10) days after receiving notice from Lessor of said default or breach, 
Lessor may at its option terminate the Lease Agreement by giving Lessee thirty (30) 
days written notice of said termination. 
 

SECTION NINEEIGHT 
INDEMINIFICATION 

 
During the original term or renewal term of this Lease, Lessor shall not be 

responsible or liable for any damage or injury to any property or to any one or more 
persons at any time on or about the demised premises arising from any cause 
whatsoever.  Lessee shall not hold Lessor in any way responsible or liable therefor, and 
hereby releases and remises Lessor therefrom.  Lessee shall defend, indemnify, and 
hold Lessor harmless from and against (i) any and all claims, liabilities, penalties, 
damages, expenses, and judgments arising from injury to persons or property of any 
nature in or upon the demised premises and (ii) any and all of the foregoing arising from 
Lessee’s occupation of, and its conduct of activities upon, the demised premises. 
 

SECTION TENNINE 
INSURANCE 

 
(A) Lessee agrees to provide insurance coverage at its own cost for all personal 

property, building contents, and Lessee-owned fixtures. 
 

(B) Lessee shall, at its sole cost and expense, and for the benefit of the Lessor, 
carry and maintain comprehensive public liability insurance, including 
property damage, insuring Lessor and Lessee against liability for injury or 
damage to persons or property occurring in or about the demised premises 
arising out of the ownership, maintenance, use or occupancy thereof. The 
liability under such circumstances shall not be less than: (i) $1,000,000.00 for 
any one person injured or killed, (ii) $1,000,000.00 for any one accident, and 
(iii) $100,000 for personal property damage per accident.  Such insurance 
shall be in a form, and maintained with carriers, satisfactory to Lessor, and 
shall contain an agreement by the insurer that the policy shall not be 



 

 

cancelled without at least ten (10) days prior written notice to Lessor and 
Lessee.  Lessee shall annually deliver to Lessor a certificate of insurance 
evidencing the required coverage.  If Lessee fails to provide the insurance, 
and in addition to the remedies for default under Section EightSeven, Lessor 
shall have the immediate right to (i) obtain the aforesaid insurance coverage, 
(ii) pay the premium therefor, and (iii) collect the amounts paid for the 
premium from the Lessee.  Lessee shall pay said amounts within 20 days of 
Lessor mailing an invoice therefor to Lessee. 
 

(C) Lessor agrees to provide casualty insurance for the land, building structure 
and Lessor-owned fixtures. 

 
SECTION ELEVENTEN 

RIGHT TO SUBLET 
 

 Lessee agrees not to sublet or assign this lease or any portion of the leasehold, 
other than to a financial institution for purposes of an improvement loan mortgage 
(Section Seven) without the prior express written consent of a duly authorized agent of 
Lessor.  Said improvement loan mortgage(s), however, shall be subordinate to the 
interest of the Lessor in the demised premises. 
 

SECTION TWELVEELEVEN 
QUIET ENJOYMENT 

 
 Lessor warrants that Lessee shall be granted peaceable and quiet enjoyment of 
the demised premises free from any eviction or interference by Lessor if Lessee 
faithfully abides by the terms and conditions of this lease agreement. 
 

SECTION THIRTEENTWELVE 
NOTICE 

 
 All notices shall be given in writing, and may be made by first class main sent to 
the party and addresses as follows: 
 
 LESSOR: 
 
  Inhabitants of the Town of Hampden 
  c/o Town Manager 
  Hampden Town Office 
  106 Western Avenue 
  Hampden, ME  04444 
 
  Or at such other place as Lessor may designate in writing 

 
LESSEE: 
 



 

 

    Hampden Kiwanis 
55 Main Road North 
P.O. Box 498 
 
Or at such other place as Lessee may designate in writing 

 
 
 
 
In Witness Whereof, the parties have caused this instrument to be duly executed 

on their behalf under seal this _____ day of ___________, 20142017. 
 
 

       Inhabitants of the Town of Hampden 
 
______________________________     By: _________________________________ 
 Witness      Susan M. LessardAngus G. Jennings 

Its Town Manager duly authorized 
       
 Lessor 

 
 
              
       Kiwanis Club of Hampden 
 
 
 ____________________________ By: _________________________________  
 Witness      Printed Name: ___________________ 
        Its President duly authorized 
        Lessee 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

MEMORANDUM OF LEASE 
 
 

Lessor: Inhabitants of the Town of Hampden 
   c/o Town Manager 
   Hampden Town Office 
   106 Western Avenue 
   Hampden, ME  04444 
 
 
Lessee: Kiwanis Club of Hampden 
   55 Main Road North  
   P.O. Box 498 
   Hampden, ME  04444 
 
 
Date of Lease: October 1, 2017 
 
 
Term of Lease: One (1) year, expiring October 1, 2018 (except as renewed) 
 
 
Option of Renew:  Ten One year renewal option available at the sole discretion of 
Lessor. 
 
 
Property Description:  The premises situated in the Town of Hampden, County of 
Penobscot and State of Maine and more particularly described as Parcel Two in the 
deed of School Administrative District No. 22 to The Inhabitants of the Town of 
Hampden, dated April 20, 1969, recorded in Penobscot Registry of Deeds, Volume 
2183, Page 31. 
 
 
 
       INHABITANTS OF THE TOWN OF HAMPEN 
 
Dated:      By__________________________________ 
        Susan M. LessardAngus G. Jennings  
        Its Town Manager 
 
 
 
Dated:      KIWANIS CLUB OF HAMPDEN 
 
       By__________________________________  
        Printed name: ___________________ 



 

 

        Its President 
 

STATE OF MAINE 
 

Penobscot, ss.       ____________ ___,_____  
 
  Personally appeared before me the above named ______________________, 
Town Manager of the Town of Hampden and acknowledged the foregoing instrument to 
be his/her free act and deed in said capacity and the free act and deed of said Municipal 
Corporation, and a true an accurate memorandum of the lease agreement described 
hereinabove. 
 
   Before me, ________________________________________________ 
     Printed Name: ___________________________________ 
     Notary Public 
 
 
 
 
  Personally appeared before me the above named ________________________, 
President of Kiwanis Club of Hampden and acknowledge the foregoing instrument to be 
his/her free act and deed in said capacity and the free act and deed of said 
organization, and a true and accurate memorandum of the lease agreement described 
hereinabove. 
 
   Before me, _________________________________________________  
     Printed Name: ___________________________________ 
     Notary Public 
        
 

 
 












