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Central Purchasing 
Title: Purchasing Procedures Manual 
Effective Date: 11/01/01    Supersedes Date:   Procedure No: CP-010 
 
The Purchasing Manual is designed to explain and facilitate understanding of the 
Purchasing functions, and policies and procedures of the City. Additionally, the manual 
serves as a tool in training personnel. Departments/Divisions must keep their copy of the 
Purchasing Manual current and should include all official updates and applicable memos 
issued by the Central Purchasing Department. 
 
APPLICABILITY: 

Procedures contained herein are applicable to all City personnel involved in the 
requisitioning, receiving, transferring and replacement of supplies, materials, 
services, and equipment. 

 
RESPONSIBILITY AND FUNCTIONS: 

The Central Purchasing Department is responsible for administering the City 
Purchasing Procedures as approved by the City Council; establishing purchasing 
policies, and dealing fairly with all potential sources of supply; obtaining supplies, 
materials, services, and equipment in an efficient and businesslike manner; 
consolidating purchases of like or common items; obtaining fair prices for materials, 
equipment, supplies and services; and generally defining how to effect cost savings 
and coordinate purchasing and contracting procedures for the City. 

 
The primary function of the Central Purchasing Department is to purchase the 
supplies, materials, equipment and services required by the City and to insure that 
maximum value is obtained for each dollar spent. Specific responsibilities, duties and 
functions include: 

 
1.  Policies and Procedures: 

Develop purchasing objectives, policies, programs and procedures for the purchase 
and contracting for all materials, supplies, equipment and services. 

 
2.  Representation: 

Act as the City's representative on all matters pertaining to purchasing and contracts. 
 
3.  Specifications: 

Preparing and assembling specifications and technical requirements in cooperation 
with using departments/divisions which are subsequently included in Invitations to 
Bid, Requests for Proposals, and/or Requests for Quotations. 
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Central Purchasing 
Title: Purchasing Procedures Manual 
Effective Date: 11/01/01  Supersedes Date:  Procedure No: CP-010 

 
The Central Purchasing Department shall assist the user department/division in 
ascertaining the appropriate quality, quantity, and kind of materials requisitioned in 
order to serve the best interests of the City. 

 
4.  Standardization: 

Central Purchasing shall work with other departments/divisions to establish 
standardization of materials, supplies and equipment where practicable within a 
competitive environment. 

 
5.  Vendor Relations: 

Central Purchasing shall promote good will between the City and its suppliers. 
Encourage full and open competition wherever possible. Assure fair and equitable 
business dealings with all vendors. All bidders shall be afforded equal opportunity to 
quote and compete in public bidding. 

 
The City will buy only from suppliers who are financially stable, have high ethical 
standards, and have a record of adhering to specifications, maintaining shipping 
promises, and giving a full measure of service. 
 
The City strives to maintain strong and enduring relationships with vendors of proven 
ability and those who desire to meet our needs. To accomplish this, our purchasing 
activities are conducted in such a manner that all vendors are treated equally, and 
awards are always based on specifications, quality, service and price. 

 
In interviews with sales people, no one may commit themselves on preference for or 
purchase any product or service, or give any information regarding performance or 
price which might in any way compromise the City. 
 
All correspondence with suppliers is to be through Central Purchasing, except in 
special cases where the technical details involved make it advisable to delegate 
authority to others. In such cases, the Central Purchasing Department must receive 
copies of all correspondence. 

 
Acceptance of gifts at any time, other than advertising novelties of nominal value, is 
Prohibited. Acceptance of elaborate entertainment is also prohibited. Employees must 
not become obligated to any suppliers and shall not conclude any City transaction 
from which they may personally benefit.  

 
 

No employee of the City shall obligate the City whereby said employee may derive 
income or benefits other than those provided as remuneration from the City for their 
employment. 
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Central Purchasing 
Title: Purchasing Procedures Manual 
Effective Date: 11/01/01 Supersedes Date:   Procedure No: CP-010 
 
6. Purchasing Analysis: 

Central Purchasing shall keep informed of current developments in the field of 
purchasing, including but not limited to prices, market conditions and new products, 
and secure for the City the benefits of research conducted in the field of purchasing by 
other governmental jurisdictions, national technical societies, trade associations, and 
private businesses and organizations. 

 
PROCEDURES: 

The following procedures shall govern the procurement of supplies, materials, 
services, and equipment for the City in accordance with the existing Procurement 
Manual. 
 
All requests for supplies, materials, services, and equipment, and all purchases will be 
made through and by the Central Purchasing Department or otherwise exempted by 
the Purchasing Manual. In some instances, authority to request prices may be 
delegated to others. 
 
Like purchases shall be combined for bidding and quantity discount pricing. No 
contract, purchase, or group of requisitions shall be subdivided to avoid bid and 
quotation requirements. 

 
It is against City Policies and Procedures for a City officer or employee to purchase 
any materials, supplies, equipment, and contractual services, or make any contract 
other than through the Purchasing Department without prior written authority or as 
specifically delegated herein. Any purchase, order or contract made contrary to the 
provisions hereof shall not be approved and the City shall not be bound thereby. 

 
In cases of Emergency Purchases, and only in such cases, an exception to the above 
policy may be made under the conditions set forth in the Purchasing Policies and 
Procedures Manual. A full explanation as to the nature of the emergency shall be 
provided by the department to Central Purchasing within two business days.  

 
SERVICE AGENCY: 
 

The Central Purchasing Department is a service agency for all of the 
departments/divisions of the City, and in order to best serve it's customers, must be 
kept informed of all requirements as promptly as possible. 
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Central Purchasing 
Title: Purchasing Procedures Manual 
Effective Date: 11/01/01 Supersedes Date:   Procedure No: CP-010 
 
DEVIATIONS: 

Deviations from the procedures prescribed herein shall not be made without prior 
approval of the Purchasing Director or designee. 

 
SUGGESTIONS: 

Suggestions of improved methods and new ideas concerning these procedures are 
encouraged and welcomed. 
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Central Purchasing 
Title: Delegation of Signature Authority 
Effective Date: 11/01/01 Supersedes Date:    Procedure No: CP-020 
 
I.  Purpose 

The purpose of this procedure is to define the authority and approval requirements for 
purchase commitments. 

 
II.  Scope 

This procedure applies to all purchases of materials, equipment and services by those 
departments and agencies under the authority of the City Council or using Central 
Purchasing Services. 

 
III. General 

A system of authorization and approval is an important element of internal and 
budgeting control. The City Purchasing Policies and Procedures Manual establishes 
the required approval levels and procurement criteria for the purchasing of supplies, 
materials, services, and equipment by City personnel. Another procedure defines the 
requirements for department heads or other designated individuals to approve 
purchase requisitions prior to submission to the (see procedure CP-030) Central 
Purchasing Department. Unless the Buyer has approval authority, the Buyer is 
required to obtain appropriate approval of each purchase transaction prior to the 
establishment of a firm order or contract. 

 
IV. Procedure 

The following table provides levels of required approval based on the dollar amount 
of the order. All designated purchasing personnel shall obtain the required approval 
prior to the final commitment. 

 
A. The City Manager has authorized the Purchasing Director as his/her designee to 

execute purchases up to $ 15,000 in accordance with the provisions provided 
herein. 

 
B. The City Manager will approve all purchases over $15,000 and up to $25,000. 

The City Council shall review and approve awards for all purchase order contracts 
over  $25,000. 

 
                  City 

Dollar Amount of   City     Manager  Dept. Director             Purch  Purch 
All PO’s & Contracts   Cncl    or Designee  or Designee  Buyer  Dpty   Director   
*Less than $ 2,000        X       
$ 2,000 to $ 5,000         X   X    
$ 5,001 to $ 15,000           X   X X X 
$ 15,001 to $ 25,000      X       X  X X X 
$ 25,001 or more  X   X      X  X X X 
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Central Purchasing 
Title: Delegation of Signature Authority 
Effective Date: 11/01/01   Supersedes Date:    Procedure No: CP-020 
 

A monthly Purchase Order Report will be provided to City Council as a monthly 
informational report of purchases over  $15,000. 

 
V. Multi-Year Lease and Lease Purchase Agreements  

Multi-year lease and lease purchase agreements over $ 25,000, shall require Council 
approval, whether through state contract, formal bid or otherwise. 

 
VI. Amendments/Changes after Award 
  

A. The City Manager has authorized the Purchasing Director as his/her  
designee to execute Amendments/Changes up to 10% of the original value of the 
award not to exceed the total  authorization level of  $ 15,000.  

 
B. The City Manager shall execute all Amendments/Changes after award for up to 

%10 of the original contract amount, not to exceed the total authorization level of 
$25,000. 

 
C. All Amendments/Changes that exceed more than 10% of the original amount of 

the purchase and all Amendment/Changes to contracts that are over $25,000  
require the approval of City Council. Exception to this procedure is given where 
City Council has approved the original request and such request is a requirements 
type contract and states that said quantities are estimated and actual quantities 
may vary up or down according to usage. 

 
      D.  Authority to increase the amount of any award is predicated on the condition that  
            all provisions of the original award remain intact and unchanged. Changes to  
            contracts are prohibited which change the scope of work from its original  
            proposal or bid.  
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Central Purchasing 
Title: Requisition Procedure 
Effective Date: 11/01/01 Supersedes Date:    Procedure No: CP-030 
 
I. Purpose: 

To establish guidelines for the completion and timely processing of Purchase Order 
Requisitions. In addition, the authorized requisition assures that a source of funding 
has been identified prior to the initiation of the purchasing cycle and that a non-
encumbered balance in the source of funding is sufficient to cover the proposed 
purchase. 

 
II. Scope: 

This procedure applies to all purchases. 
 
III. General: 

A. Following are detailed procedures to be followed when implementing a request 
for the purchase of equipment, materials, services, supplies, etc. The Using 
Department shall prepare the automated purchase requisition and forward 
electronically to the Central Purchasing Department for processing. 

 
B. The purchase requisition is designed to contain all the necessary information        

 and approvals relevant to the procurement process within the City. The        
 processing of the purchase requisition by the Buyer serves to create the  
 formal purchase order which is the contractual commitment between the supplier 
and the City. 

 
C. All goods and services shall be requisitioned and ordered on an automated 

purchase requisition, with the exception of those purchases made by direct 
payment voucher or on procurement cards. Ordering departments are to complete 
all areas of the requisition as noted below. All requisitions shall be input into the 
automated purchasing system. The purchase requisition number is assigned by the 
department. The Purchase order numbers will be assigned by Central Purchasing 
after selection of a vendor. 

 
D. Exceptions - On a case by case basis and subject to the approval of the Director of 

the Central Purchasing, the following examples are provided as possible 
exceptions to the submission of automated requisitions and having a source of 
funding before  initiating the purchasing cycle: 
1. Cases where the City is borrowing funds simultaneous to award. 
2. Grants 
3. Supplemental budgets 
4. In cases where the City functions as an agent. 
5. Purchases exempt from competition (CP-110) 
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Central Purchasing 
Title: Requisition Procedure 
Effective Date: 11/01/01    Supersedes Date:   Procedure No: CP-030 
 
Note: A Bid Authorization will be required for all exceptions to the requisition process, 
before initiating the purchasing cycle. The Bid Authorization form will require 
signature/electronic approval of the Department Director, General Services Director, and 
the City Manager before proceeding with the purchasing process. 
 

E. Funding - Departments will determine that they have adequate funds to sustain the  
cost of any services or items they may requisition. Requisitions not having 
sufficient funding will be returned to the requesting department for further action. 
The authorizing approval of the department will indicate to the Central 
Purchasing Department that  the approver is attesting to these facts, and to the 
accuracy of all  entries on the purchasing requisition. 

 
F. Signature Authorization Form - Departments shall complete a signature  

authorization form for any person they designate as authorized to approve 
purchase requisitions. Signature Authorization Forms, are available from the 
Central Purchasing Department upon request. 

 
G. Incomplete Requisitions - The Central Purchasing Department will return any  

purchase requisition that is incomplete. 
 
IV. Requisitioner Instructions for Completing Requisitions: 
   

  A. No.: Assign a specific number with each purchase request consecutively 
numbered. 

 
  B. Date: The date the purchasing requisition was prepared. 

   
  C. Delivery Date Desired: Specific date goods or services requested are needed. 

 
       Always be specific in defining the estimated date required for delivery of              
       requested materials or services. Avoid the use of the term ASAP (as soon as                 
       possible). This will assist the Buyer in determining priorities regarding            
       delivery requirements. Always allocate as much lead time as practical by               
       scheduling your needs as far as possible in advance. This allows the Central              
       Purchasing adequate time to receive competitive bids and to purchase your            
       requirement in the best and most efficient manner for the City.  
 
      Denote “Emergency Purchase or Circumstances” in the Justification section only   
      when relevant and the need requires prompt action or priority of purchase. 
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Central Purchasing 
Title: Requisition Procedure 
Effective Date: 11/01/01    Supersedes Date:   Procedure No: CP-030 
 
      The requisition originator is responsible for scheduling materials and services in       
      sufficient time to allow the Central Purchasing Department to transact and arrange  
      material shipments in the most cost-efficient means possible. 
 

D. Department - Enter Department & Division number 
 

E. Deliver to - Specific location to which shipment is to be delivered. Enter the     
appropriate name and address. 

 
F. Purpose - Enter purpose for which material and services are requested. Denote      

pertinent details for request; i.e., to replace worn unit, spare unit, to meet OSHA 
standards, to be installed on boiler, model number, etc. 

 
G. Suggested Vendor - The requester’s suggested or known source or vendor. 

 
H. Cost Center - Insert the cost center to be charged. 

 
I.  Object Code - Insert the object code to be encumbered. 

 
J.  Project Code - Insert the project code to be encumbered (if applicable). 
 
K. Estimate - Departments are required to assign the total estimated cost of the      

materials and service which will be pre-encumbered. The estimate shall include    
freight F.O.B. delivered. The Central Purchasing Department will assist in 
preparing the estimate at the department head or his designee’s request. 

 
L. Quantity - Insert the number required. 
 
M. Unit - Unit of Purchase; the specific quantity and unit of measure criteria are  

 important and should be entered in the unit section of each item ordered. 
 

Where no specific quantity and unit of purchase criteria are applicable, use “lot” 
       (LT) as the unit of purchase or in the case of a service use "job" (JB) 

 
The following abbreviations for unit of purchase are recommended: 
Symbol  Definition   Symbol  Definition 
BB   Barrel    M   Thousand 
BO   Bottle    MO   Month 
BG   Bag    OZ   Ounce 
BX   Box    MF   Per 1,000 ft. 
BF   Board Feet   PC   Piece 
C   Hundred   PD   Pad 
CD   Card    PG   Page 
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Central Purchasing 
Title: Requisition Procedure 
Effective Date: 11/01/01 Supersedes Date:    Procedure No: CP-030 
 

Symbol  Definition   Symbol  Definition 
CF   Cubic Foot   PK   Package 
CI   Cubic Inch   PR   Pair 
CS   Case    PT   Pint 
CW   Hundred Weight   QT   Quart 
CY   Cubic Yard   RL   Roll 
DA   Day    RM   Ream 
DM   Dram    SF   Sq Ft 
DZ   Dozen    SH   Sheet 
EA   Each    SI   Sq In 
FT   Foot    SP   Spool 
GA   Gallon    ST   Set 
GM   Gram    SY   Sq Yd 
GR   Gross    TU   Tube 
HF   Hundred Feet   TN   Ton 
IN   Inch    TO   Troy Ounce 
KG   Kilogram   UN   Unit 
LB   Pound    WE   Week 
LG   Length    YD   Yard 
LT   Lot    YR   Year 
LF   Lineal Foot 

 
N. Item (Description) - Give a clear and specific description of the item desired. 

Include such information as the size, color, type, grade, part number, model 
number, etc. Do not Generalize! 

 
     Communicate any information that will assist the Central Purchasing Department 

and vendors in determining the application of the supply or service requested. If 
more detailed description is necessary, please e-mail, fax or send a hard copy. 

 
O. Name - Name of individual to be contacted concerning the requisition for 

materials, services, and equipment. 
 
P. Phone Number - Phone number of individual to be contacted concerning the  

 requisition for goods and services. 
 
Q. Originator or Requestor - Name of individual submitting the requisition for 

goods and services. 
 

R. Approval Authorization - Department/Division Head/Designee - Individual  
authorized to approve the expenditure of funds. 
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Central Purchasing 
Title: Requisition Procedure 

Effective Date: 11/01/01  Supersedes Date:   Procedure No: CP-030 
 
Prior to the issuance of bids or the processing of a requisition, the using 
department shall insure that all specifications are included for the proper review 
of the items or service to be purchased. The specifications for commodities and/or 
services shall be made by requesting department to assure open competitive 
bidding, compatibility, standardization, and up to date specifications.  
 
Note: Please ensure that proper approvals are obtained prior to submittal of the 
requisition to the Central Purchasing Department. 



 
14 

Central Purchasing 
Title: Requisition - Processing Priorities 
Effective Date: 11/01/01  Supersedes Date:   Procedure No: CP-031 
 
I. Purpose: 

To establish guidelines for the timely processing of purchase requisitions and provide 
the highest level of customer service. 

 
II.  Scope: 
      This procedure applies to all purchases. 
 
III. General: 

A professional procurement organization provides smooth, efficient and timely 
service in the processing of purchase requisitions. Therefore, these guidelines are 
established to assist the client departments and Buyers in establishing priorities. 
 
A. Emergency Requisitions..................…….............…………Process the same day 
B. Maintenance, Repair and Operations Requisitions..Process within three (5) days 
C. Stock/Inventory Requisitions.....................………...Process within one (1) week 
D. Informal Bids, such as:  

 telephone/facsimile quotations....Process within one (1)  week 
E. Formal Bids/Proposals, such as: 

Invitation to Bid (ITB), Request for Quote (RFQ), Request for Proposals (RFP), 
and Request for Qualifications (RFQ). Process into solicitations within two (2) - 
six (6) weeks. Allow time for award approval, negotiations and contract execution 
if applicable. 

 
IV. Requisitions 

A. Requisitioners shall submit a complete requisition as generally outlined in the      
 “Requisition Procedure” No. CP-030.  Requisitioners shall consider the 
processing  priorities and submit requisitions in a timely manner. 

 
B. Incomplete Requisitions - The Central Purchasing Department will return any  

purchase requisition that is incomplete, or not authorized. 
 
C. Electronic Requisitions - Requesting departments are required to transmit all their 

needs via electronic requisition. Follow-up attachment(s) are acceptable to 
facilitate the additional information. 
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Central Purchasing 
Title: Requisition - Processing Delay Documentation 
Effective Date: 11/01/01  Supersedes Date:  Procedure No: CP-032 
 
I. Purpose: 
 To establish procedures for dealing with purchase delays. 

 
II. Scope: 

This procedure applies to all purchases. 
 

III. General: 
Delays sometime occur in the processing of purchase requisitions. Typical reasons for 
such delays are as follows: 
A. Poorly written requisitions, such as deficient scope of work, specifications 
B. Difficulty in sourcing a vendor or outsourcing services 
C. Delays by the Buyer 
D. Delay by the vendor, for example, providing licenses, performance bonds and 

certificates of insurance. 
 
IV. Procedure: 

When processing delays occur, Buyers will adhere to the following procedures to 
provide the highest level of customer service to the client department: 
A. Advise Department Director or designee immediately, discussing the reasons(s) 

for delay and  provide projection of when requisition will be processed. 
B. Discuss incomplete requisition with Department Director or designee, for 

example, poorly written scope of work, no delivery date provided, insufficient 
funds, or anything that a brief conversation may resolve. Serious deficiencies may 
result in returning the requisition to the department for correction and re-
submission. 

C. Delays from the Buyer occasionally occur for whatever the difficulty. In all cases  
where “Requisition Processing Priorities,” as outlined in Procedure  No. CP-031, 
are not met, the Buyer will immediately notify the Department Director or 
designee and/or the  Deputy Purchasing Director. 

D. Difficulties in outsourcing to qualified vendors will be discussed with the       
Department Director for their guidance and assistance. 

E. Department Directors and/or their authorized representatives are urged to discuss 
any customer service issues with the Purchasing Director or Deputy Purchasing 
Director at any time.  
 
The Central Purchasing Department is committed to the highest standards of 
customer service and with everyone’s cooperation we can achieve this important 
goal and objective. 
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Central Purchasing 
Title: Purchase Orders 
Effective Date: 11/01/01  Supersedes Date:  Procedure No: CP-040 
 
I. Purpose 

To establish a procedure for the issuance of formal purchase orders. 
 
II. Scope 

This procedure applies City wide. All formal purchase orders shall be prepared from a 
properly completed purchase requisition. The purchase requisition is designed to 
contain all of the necessary information and signatures relevant to the processing of 
the procurement within the City.  

 
I. III. Procedure 

The completion of the purchase requisition by the Buyer is the principal document 
used to prepare a purchase order. Purchase orders shall be prepared under the 
following conditions: 
 

1. After the decision to award and an order has been made, the purchase 
requisition is processed and a purchase order is generated to encumber the 
funds for the purchase. The purchase order will be distributed as follows: 

 
White (original) - The white (original) copy of the purchase order will be mailed 
with the executed Contract by the Central Purchasing Department after post award 
compliance. If a Contract has been executed, a written Notice to Proceed with the 
contract work will be mailed to the vendor. If a Contract has not been executed, the 
purchase order will serve as the Contract and mailed to the vendor after post award 
compliance. 

 
Goldenrod (Finance, Accounts Payable Division Copy) - This copy is matched 
with the receiving report and retained by Accounts Payable until final payment has 
been made and then filed with all payment documents. 

 
Canary (Central Purchasing Department Copy) - Central Purchasing copy. 

 
Pink Copy (Receiving Copy) - Forwarded by the Central Purchasing Department to 
the ordering department. This copy along with all delivery documents are then 
forwarded to the Finance Department Accounts Payable Division for payment. If 
delivery is a partial shipment, this copy may be retained by ordering department until 
purchase order has been completed or submitted sequentially until finalized. 

 
The formal purchase order is used as a written order to a vendor and may be either an 
original order or may confirm a verbal order. This form shall also serve as a written 
change order. The form is typed from information supplied by a properly completed 
purchase requisition as follows: 
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Central Purchasing 
Title: Purchase Orders 
Effective Date: 11/01/01  Supersedes Date:  Procedure No: CP-040 
 

1. Purchase Order Number - Purchase order number. 
2. Vendor Number - Vendor number assigned by the computer. 
3. Phone - Central Purchasing Department phone number. 
4. Fax - Central Purchasing Department fax number. 
5. Requisition No. - Purchase requisition number. 
6. Vendor - Name and address of vendor. 
7. Buyer - Name of the Buyer responsible for transaction. 
8. Contact - Name of the vendor representative that quoted the transaction. 
9. Terms - Specific payment terms; i.e., 2% 10th prox or Net 30. 
10. F.O.B. - Specific delivery point where the title of supplies is transferred from 
         the supplier to the City; i.e., Denver, Colorado. 
11. Purchase Order Date - Date the purchase order is issued. 
12. Required Date: - Date goods and/or service are to be delivered. 
13. Approved Date - Date the City Council awarded the Contract in an open 

meeting. 
14. Ship To - Specific location where shipment is to be delivered. 
15. Attention - Specific person to who shipment is to be marked for their 

attention. 
16. Blanket No. - Specific blanket purchase order number that the purchase order 

is released from. 
17. Phone # - Phone number of the vendor representative who provided the 

quotation. 
18. Freight - Specific information as selecting options such as City pick up, a 

particular freight carrier, best way, etc. 
19. Item Number - Line item number; i.e., 1, 2, 3, etc. 
20. Quantity - Specific quantities and units to be delivered. 
21. Unit Measure - Specific quantity and unit of measure criteria. See Procedure 

No.:   CP-22.Vendor Product No. - Specific information about manufacturers 
part number. 

22. Unit Price - Unit price quoted by vendor. 
23. Extended Price - Actual extended value (quantity times unit price). 
24. Cost Center - Actual Cost Center  
25. Object Code - Actual Object Code 
26. Project - Actual Project  
27. Project Account - Actual Project Account  
28. Purchasing Director - Signature of the Purchasing Director or his designee. 
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Central Purchasing 
Title: Change Orders 
Effective Date: 11/01/01 Supersedes Date:        Procedure No: CP-050 
 
I. Purpose 

To establish change order procedures. 
 
II. Scope 

This procedure applies to all change orders that are processed through the Central Purchasing 
Department. 

 
III. Procedure 

A. Change Orders for commodities and/or services are to be processed for changes that affect 
the original purchase order amount by an increase or decrease and shall be submitted in 
writing to the Central Purchasing Department. The Using department shall prepare a 
Change Order showing the adjustment to be made to the purchase order involved.  

B. Change Orders will also be required, regardless of the monetary value, when changes 
occur to contracts awarded by the City Council. An exception to this procedure is granted 
for supply blankets or requirements type contracts when the City Council has approved 
the original Agenda request and such request states that "these  are estimated quantities 
and that actual quantities may vary according to usage". 

C. Change Orders will also be required to alter, adjust, revise, terminate or cancel the 
purchase order. 

D.  Change Orders will require the same approvals and distribution as were required for the 
original purchase order in accordance with the Central Purchasing Department Procedure 
#020  -Approval Authority. 

E. Change Order increases in excess of the original purchase order will require the    
approval at the appropriate level of authorization as defined in the Purchasing Policy 
Procedure #020 - Approval Authority. 

 
ORIGINAL PURCHASE ORDER AMOUNT EQUAL TO OR LESS THAN  
$ 15,000 IN VALUE. 

A. Submit to the Central Purchasing Department changes requested to the original purchase 
order utilizing the electronic requisition indicating a Change Order Request prior to 
executing the change. 

B. The initiating department completes the requisition with all required information and the 
department director or authorized representative approves at the “Department Approval” 
level. Change orders will be sequentially numbered; i.e., Change Order #01, 02, 03, etc. 

C. The initiating department forwards the requisition to the Central Purchasing  
Department  along with  any backup documentation.  

D. The Central Purchasing Department will review for completeness and accuracy,  on the 
Purchasing approval line and generate a Change Order. 

E.  The Purchasing Director or designee may authorize individual increases to an award of  
under ($15,000) total. 
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ORIGINAL PURCHASE ORDER AMOUNT OVER  $ 15,000 IN VALUE 
 

A.  The City Manager or designee may authorize individual increases to an award  
of  over $15,000 and under $ 25,000. 
 

B. Authority to increase the amount of any award is predicated on the condition that all 
provisions of the original award remain intact and unchanged. Changes to original 
contracts are prohibited which change the scope of work from its original proposal or bid. 
The Purchasing Director or his designee may approve extensions of delivery dates and 
performance time on contracts provided that any resultant changes to the established 
award amount comply with the provisions of this article. 
 

C. If the requested change is to be made to a purchase order for commodities and services, 
the initiating department will send any necessary backup documentation to Purchasing. 
The Change Order form will list the changes in the product or work, the amount of the 
adjustment in the contract sum and the extent of the adjustment in contract time if any. 
 
1. The Change Order Form may be signed by the contractor as required by  Purchasing 

to indicate mutual consent. 
2. A Change Order Request requisition and will  be forwarded to the Central Purchasing 

Department. After review, the Central Purchasing Department will prepare and 
process the Change Order to the Purchase Order and the project Contract. 
 

D.  Change order’s over $25,000.00 will require City Council approval. 
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I. Purpose 
 To provide policies and procedures for the selection of sources. 
 
II. Scope 

These policies and procedures will cover the following methods of source selection: 
Competitive Sealed Bidding; Multi-Step Sealed Bidding; Competitive Sealed 
Proposals; Small Purchases; Sole Source/Non-Competitive Negotiations Sole/Brand; 
and Emergency Purchases. 

 
III. Responsibility 

The Purchasing Director or designee has the responsibility for maintaining a uniform 
contract format and set of forms to serve the bid process. Consideration should 
include the need for mechanisms for vendor notification, bid analysis and summary, 
bid bonds, bidders mailing list applications, invitations for bids, instructions to 
bidders, notices of award, and sealed bid envelopes. 
The Purchasing Director or designee may conduct a pre-qualification process in 
which the responsibility of potential vendors/contractors is evaluated and may then 
limit acceptance of bids or responses to those vendors/contractors deemed qualified in 
such  process. 
The Buyer is responsible, under the supervision of the Purchasing Director or 
designee,  for obtaining bids on all supplies and services. Answers to technical 
questions raised during the bidding process should be provided by the using 
department. The Buyer should coordinate the reply and ensure that all potential 
suppliers are provided the same information. 
After all bids have been received and examined for completeness, a bid tabulation is 
to be prepared, noting all the pertinent data and exceptions. A recommendation for 
award will be prepared by the using department and the Buyer only after all aspects, 
including the comments and recommendations of the using department, have been 
considered. The information gathered will be kept with the bid file as backup 
documentation. On request, a copy of each bid response may be sent to the using 
department, along with the bid tabulation sheet. 
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IV. Competitive Sealed Bidding Policy 

All City contracts shall be awarded by competitive sealed bidding except as otherwise 
stated herein: Some of the categories that may be exempt are: “Competitive Sealed 
Proposals, “Small Purchases,” “Sole Source/Non-Competitive Negotiations, 
Sole/Brand;” and “Emergency Purchases.” Other purchases exempt from competitive 
bidding are purchases from PRIDE, RESPECT, State of Florida Term Contracts, 
SNAPS Agreements, Federal GSA, Florida Sheriff's Association (FSA), Piggy 
Backing from other governmental agency bids and contracts.  

 
A. General Processing Procedure 

 
1. Purchasing clerical personnel assign the purchase requisition or Bid  

Authorization to a Buyer, who reviews the purchase description for clarity and 
completeness. 

2.  The Buyer plans and schedules key events and dates for the Invitation for Bid 
review and issuance, public notice, the pre-bid conference, the bid opening, 
committee evaluation,  City Council approval, and the preparation of the 
purchase order and/or contract. 

3.  The Buyer reviews the specifications and prepares the Invitation for Bids 
(attached)  and bidders mailing list for review by the Purchasing Director or 
designee. 

4.  The bid package and bidders list are submitted to the Purchasing Director or 
designee and the using department for review and approval. 

5.  The Buyer issues bid packages to Bid Notification Service and any additional 
vendors specified. 

6.  A pre-bid conference with vendors may be necessary, depending on the 
complexity of  the specifications or the scope of work to be performed. When 
pre-bid conferences are held, the Buyer should prepare a summary or 
transcript of the meeting. If changes are made to the specifications, terms or 
conditions, the Buyer shall prepare an addendum  and issue it to all vendors 
who have received an Invitation for Bids. 

7.   Bids arriving in the Central Purchasing Department before the bid opening 
date and time are filed until the bid opening. All bids received are date-
stamped, time recorded and filed. 

8. The bids are opened publicly, at the time, date, and place designated in the 
Invitation  for Bids. The name of each bidder, the bid price, and such other 
information as is deemed appropriate are read aloud or otherwise made 
available. All persons present at the bid opening shall sign the attendance 
sheet. The bids are then made available for inspection by the public. The 
Purchasing  Director or designee may hold bid information for up to 10 days 
from the Bid Opening  or upon receipt of Award Recommendation whichever 
is sooner in  accordance with Florida Statute 120.57.  
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9. The Buyer/User Department evaluates the bids to determine the lowest most  
 responsive and most responsible bid meeting the specifications. 
10. The bid tabulation is reviewed by the User Department and/or Bid Review 

Committee to determine the lowest most responsive and most responsible 
bidder. 

11. When the User Department and/or Bid Review Committee evaluations and  
recommendation are completed and the written recommendation is sent to 
Purchasing, the Buyer, in cooperation with the using department, prepares a 
written Agenda Item with the recommendation for award for review by the 
Purchasing Director. 

12. The Agenda Item is reviewed and approved by the Purchasing Director or 
designee and forwarded to the City Manager for final review, concurrence,  
and submission to the City Council for contract award. 

13. Upon award by the  City Council, the Buyer issues a Notice of Award and 
requests any required insurance certificates, bonds, or other contractual 
documents from the vendor for post award compliance. Once post award 
compliance is complete, the Buyer notifies the Contract Administrator. 

14.  Upon receipt of these documents, the purchase order and/or contract is 
prepared, signed, and issued. 
 

D. Competitive Bid Policy 
 

1.  Invitations For Bids. An Invitation for Bids shall be issued for purchases of 
$35,000 and over and shall include specifications and all contractual terms 
and conditions applicable to the purchase. 

 
2.  Public Notice. Adequate public notice of the Invitation for Bids shall be given 

prior to the bid opening date set forth in the Invitation for Bids. A minimum of 
fourteen(14) calendar days should be provided. Such notice may be published 
in a newspaper of  general circulation and/or City Purchasing Web Page or 
Internet bid publications service. The notice should state the date and time of 
the bid opening. 

 
3.  Bid Opening. Bids shall be opened publicly at the time and date designated in 

the Invitation to bid. The amount of each bid and such other relevant 
information as deemed appropriate, together with the name of each bidder, 
shall be recorded; records and bids shall be open for public  inspection. 

 
4.  Acceptance. Bids shall be unconditionally accepted without alteration or 

correction, except as authorized by the  City Purchasing Manual. 
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5.  Bid Cancellation or Postponement - The Purchasing Director or designee, 

for good cause, may, prior to bid opening, elect to cancel a bid or postpone the 
date and/or time of bid submission or opening. After a bid opening the 
Purchasing Director or designee may cancel a bid if no responses or only one 
(1) bid is received, or if it is deemed that it is not in the best interest of the 
City to continue with the procurement .In the event of  
discovery  after bid opening of a patent irregularity or procedural flaw which 
is so severe as to render the process invalid, or in the event that the City 
determines that the need for the procurement no longer exists and will not 
exist in the immediate future, the Purchasing Director may cancel the bid. 

 
6.  Corrections, Additions to and Withdrawal of Bids. The following shall 

govern the correction of information submitted in a bid when that information 
is a determinant of the responsiveness of the bid: 

 
A. Errors in the extension of unit prices stated in a bid or in multiplication, division, 

addition, or subtraction in a bid may be corrected by the Purchasing Director prior 
to award. In such cases, the unit prices shall not be changed. 

 
B. No bidder shall be permitted to correct a bid mistake after bid opening. 
 
C. A bidder who is alleging a judgmental mistake of fact shall not be permitted to 

withdraw his/her bid after bid opening. If such bidder requests to withdrawal 
his/her bid without permission after bid opening, the Purchasing Director may 
recommend to the City Manager to suspend the vendor from receiving new orders 
from the City  for up to two years, dating from the date of the withdrawn bid. 

 
D. A bidder alleging a nonjudgmental mistake of fact may be permitted to withdraw 

his/her bid only when it is determined by the Purchasing Director or designee that 
there is reasonable proof that such a mistake was made. If a bidder withdraws 
his/her bid without permission after bid opening, the Purchasing Director or 
designee may recommend to the City Manager suspension of the vendor from 
receiving new orders from the City for up to two (2) years, dating from the date of 
the withdrawal. 
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7.  Determination of Responsibility     
Information in a bid, which concerns the responsibility of the bidder, shall not  
necessarily be considered conclusive at the time of bid opening, except when the 
Invitation for Bids unequivocally states that the bid shall not be considered    
responsive unless the particular information is provided in the bid. When such  
information has not been so declared as a determinant of responsiveness of the bid: 

 
A. The Purchasing Director or designee may determine that the information  

submitted concerning the responsibility of the bidder is so administratively 
inadequate as to warrant a recommendation of rejection of the bid based on 
the lack of demonstrated bidder responsibility. 

 
B. The  Purchasing  Director or  designee may,  after bid opening, request 

additional  information of the bidder concerning his/her responsibility to 
perform; and the bidder may voluntarily, after bid opening, provide additional 
or corrective information concerning his responsibility as a bidder. The 
Purchasing Director or designee shall consider this and all other information 
gained prior to the time of award or rejection in making his determinations 
and recommendations concerning acceptance and award. 

 
C. A bid shall be considered responsive only if it conforms to the requirement of 

the Invitation for Bids concerning pricing, surety, insurance, specifications of 
the goods or services requested, and any other matter unequivocally stated in 
the Invitation for Bids as a determinant of responsiveness, provided, however, 
that the alternative methods may be considered and awarded unless 
specifically  prohibited. 

       
 D. A lack of conformity on these matters which is non-substantive in nature 

maybe considered a technicality  or irregularity which may be waived by the 
Purchasing  Director. Failure by the bidder to execute a contract  binding the 
bidder’s offer, shall result in such bid being rejected as non-responsive. 

 
8.  Evaluation 

The City reserves the right to accept or reject any and all bids and to make award 
to the lowest most responsive and most responsible bidder whose bid meets the 
requirements and criteria set forth in the invitation for bid and whose award will, 
in the opinion of the City, be in the best interest of and most advantageous to the 
City. Factors to be considered in determining  the bidder to be responsible shall 
include whether the prospective contractor/vendor has: 
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(a) Available the appropriate financial, material, equipment, facility, and 
personnel resources, experience, knowledge and expertise, or has the ability to 
obtain them, and demonstrates the capability to meet all contractual 
requirements; 

(b) A satisfactory record of performance; 
(c) A satisfactory record of integrity; 
(d)  Qualified legally to contract with the City; 
(e)  Supplied all necessary information in connection with the inquiry concerning 

responsibility including but not limited to any licenses, permits, insurance or 
organization papers required ; and 

 (f) Been suspended, debarred, or otherwise disciplined by the City, any state 
agency or subdivision, or the federal government for violations of 
procurement Manuals or laws. 

(g) A Drug Free Workplace affidavit on file and is in Compliance Florida Statute 
287.133, Public entity crime; denial or revocation of the right to transact 
business with public entities. 

(h) The prospective contractor/vendor shall supply information requested by the 
City concerning the responsibility of such contractor/vendor. If such 
contractor/vendor fails to supply the requested information, the City shall base 
the determination of responsibility upon any available information or may find 
the prospective contractor/vendor non-responsible if such information is not 
submitted within the time specified by the City. 

 
9. Pre-qualification  

The City may conduct a pre-qualification process in which the responsibility 
of potential vendors/contractors is evaluated and shall then limit acceptance of 
bids or responses to those vendors/contractors deemed qualified in such 
process. 

 
10. Posting 

The notice of intent to award to procurements over the mandatory bid amount 
shall be posted at the location set for the bid opening and on the City Web 
Page for a minimum period of 72 hours  (3) business days prior to award in 
accordance with Florida Statute 120.57. 

 
11. Awards  

The contract shall be awarded to the lowest most responsible and most 
responsive bidder whose bid meets the specifications, requirements and 
criteria set forth in the Invitation for Bids. 
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V. Multi-Step Sealed Bidding 
 

A. Policy 
The multi-step sealed bidding method combines certain elements of the 
competitive sealed bidding and competitive sealed proposals methods. Under the 
multi-step sealed bidding method, an Invitation for Bids may be issued requesting 
the submission of unpriced technical offers.  

 
Priced bids will be considered only in the second phase and only from those 
bidders whose unpriced technical offers have been determined to be technically 
acceptable under the criteria set forth in the solicitation phase. Criteria shall be 
stated for the evaluation of unpriced technical offers. The Buyer may conduct oral 
or written discussion of unpriced technical offers. 

 
B. Multi-step sealed bidding may be used under the following circumstances: 

- Available specifications or purchase descriptions are not definite or complete. 
- Definite criteria exist for evaluating technical proposals. 
- More than one technically qualified source is available. 
- Sufficient time will be available for using the two-step method. 
- A firm, fixed-price contract or a fixed-price contract with economic adjustment           
   will be used. 

 
C. Procedures 

1. The Purchasing Director or  designee assigns the purchase requisition or Bid    
     Authorization to a Buyer, who reviews the purchase requirements for clarity 

and completeness. 
2. The  Buyer plans and schedules  key events and dates  for (a) Phase one: the 

review and  issuance of a  Request for Technical Proposals,  public notice, the 
pre-bid  conference, the  receipt of  technical proposals,  the evaluation and 
determination of acceptable proposals. 

3.  The Buyer prepares the solicitation for Request for Technical Proposals and 
bidders mailing list if additional to the Internet Bid notification service. 

4.  The Request for Technical Proposals and any additional bidder’s list are 
submitted to  the Purchasing Director or designee and the using department 
for review and approval. 

5. Upon approval of the Request for Technical Proposals or unpriced offers, the 
Buyer issues technical proposal packages to all vendors in that commodity or 
service category. A pre-bid conference with vendors may be held to discuss 
the City’s requirements. 
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6.  The Buyer receives, opens and records the technical proposals. The Buyer, 

along with the using department, evaluates the technical proposals and 
categorizes them as (a) acceptable; (b) potentially acceptable; or (c) 
unacceptable. 

 
7.  The Buyer and the using department record in writing the reasons why a 

technical proposal is unacceptable and will notify unacceptable vendors 
accordingly. 

  
8.  The Central Purchasing Department and the using department may conduct 

discussions with any bidder who submits an acceptable or potentially 
acceptable technical offer. 

 
9.  Upon completion of phase one, the Central Purchasing Department shall 

solicit priced Invitation to bids with detailed specifications from bidders who 
had previously submitted acceptable or potentially acceptable unpriced 
technical proposals. 

     
10. After receipt of bids at the bid opening, the Buyer and User Department will 

tabulate and evaluate all bids received and will recommend award to the 
lowest most responsive, responsible bidder. A City Council Agenda item will 
then be prepared recommending award. After approval by City Council is 
received, the Buyer will then process a purchase order or initiate a contract 
whenever appropriate. 

 
11. The Agenda Item is reviewed and signed by the Purchasing Director or 

designee and forwarded to the City Manager for final review, concurrence,  
and submission to the City Council for contract award. 

 
12. Upon award by the  City Council, the Buyer issues a  Notice of Award and 

requests any required insurance certificates, bonds, or other contractual 
documents from the vendor for post award compliance. Once post award 
compliance is complete, the Buyer notifies the Contract Administrator. 

 
13. Upon  receipt  of  these  documents,  the  purchase  order  and/or  contract is 

prepared, signed, and issued. 
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VI. Competitive Sealed Proposals 
 

A. Policy 
When it is determined that the use of competitive sealed bidding is not practical or 
not advantageous to the City, a contract may be entered into by use of the 
competitive sealed proposals method. 
1.  Request for Proposals (RFP). Proposals for purchases of $35,000 and over 

shall be solicited through Formal Request for Proposals. 
 
2.  Public Notice. Adequate public notice shall be given in the same manner as 

provided in the section entitled “Competitive Sealed Bidding,” provided the 
minimum time is fourteen (14) calendar days. 

 
3.  Receipt of Proposals. Proposals received shall be recorded containing the 

name of  each offeror.  
 
4.  Evaluation of Proposals. The Request for Proposals (RFP) shall state all the  

evaluation factors, including price, and their relative importance. Evaluations 
shall be based on evaluation factors set forth in the Request for Proposals. 
Numerical rating systems may be used, but are not required. Factors not 
specified in the Request for Proposals shall not be considered. The proposals 
shall be open for public inspection in accordance with the ten (10) day 
disclosure rule, Florida Statutes 120.57. 

 
5.  Discussion and Revision of Proposals. As provided in the Request for 

Proposals, discussions may be held with responsible offerors who submit 
proposals determined to be acceptable or potentially acceptable for award. 
Discussions are held to promote an understanding of the City’s requirements 
and the offeror’s  Proposal and to facilitate arriving at a contract that will be 
most advantageous for the City. 

 
6. Awards. An award shall be made to the most responsive and most responsible 

offeror whose Proposal is determined in writing to be the most advantageous 
to the City, taking into consideration price and the evaluation factors set forth 
in the Request for Proposals. No other criteria shall be used in the evaluation. 
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B. Procedures 
 
1. The Purchasing Clerk or designee assigns the purchase requisition to a Buyer, 

who reviews the purchase description for clarity and completeness. 
 
2.  The Buyer schedules key events and dates for the Request for Proposals 

review and  issuance, public notice, the pre-Proposal conference, the Proposal 
opening, evaluation, and the preparation of the purchase order and/or contract. 
When necessary, dates are scheduled for holding discussions with individual 
offerors and for determining the best and final offer. 

 
3.  The Buyer reviews the requirements and prepares the Request for Proposals 

package and proposer notification list if any in addition to the internet 
notification service for review by the Purchasing Director or designee. 

 
4.  The Request for Proposals package and proposers list are submitted to the 

Purchasing Director and to the using department for review and approval. 
 
5.  The Buyer issues proposal packages through the bid notification service who 

will also notify all vendors on the proposer’s mailing list. 
 
6.  A pre-Proposal conference with vendors may be beneficial, depending on the  

complexity of the specifications or scope of work to be performed. When pre-
Proposal conferences are held, the Purchasing Supervisor may record the 
meeting. If changes are made to the specifications, the Buyer shall prepare an 
addendum and post it to all vendors. 

 
7.  Proposals arriving in the Central Purchasing Department before the opening 

date and time are filed until the Proposal opening. All proposals received are 
time stamped, time recorded and filed. 

 
8.   The proposals are recorded, at the time, date, and place designated in the 

Request for proposals. The name of each offeror is recorded, and such other 
information as is  deemed appropriate. The proposals are made available for 
inspection by the public in accordance  with the ten (10) day disclosure rule, 
Florida Statute 120.57. 
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9.   The Buyer coordinates with the using department, when necessary, discussion 
with those vendors submitting proposals that are acceptable or potentially 
acceptable. The Buyer and or Review Committee, hears presentations or 
conducts discussions with offerors to promote an understanding of the City’s 
requirements and the offeror’s Proposal and to facilitate arriving at a contract 
that will be most advantageous to the City, taking into consideration price and 
the other evaluation factors set forth in the Request for Proposals. 

 
10. The Purchasing Supervisor issues proposal packages to all vendors on the Bid   

Notification Service and proposer’s mailing list. A pre-proposal conference 
with vendors may be beneficial, depending on the complexity of the 
specifications or scope of work to be performed. When pre-proposal 
conferences are held, the Purchasing Supervisor may record the meeting.  If 
changes are made to the specifications, or requirements the Buyer shall 
prepare an addendum and post it to all vendors. 

 
11.  Proposals arriving in the Central Purchasing Department before the opening 

date and time are filed until the Proposal opening.  All proposals received are 
date stamped, time recorded and filed.  

 
12. The proposals are recorded, at the time, date, and place designated in the 

Request for Proposals. The proposals are made available for inspection by the 
public in    accordance with the ten (10) day disclosure rule, Florida Statute 
120.57. 

 
13. The Buyer coordinates with the Selection Committee and/or using department, 

when necessary, discussion with those vendors submitting proposals that are 
acceptable or potentially acceptable. The Selection Committee conducts 
discussions  with offerors or hears presentations to promote  an understanding 
of the City’s requirements and the offeror’s Proposal and to facilitate arriving 
at a contract that will be most advantageous to the City, taking into 
consideration price and the other evaluation factors set forth in the Request for 
Proposals. 

  
14. When the evaluations are completed, the Buyer, in cooperation with the 

Selection Committee and/or using department, prepares a written 
recommendation for award and Agenda Item for review by the  Purchasing 
Director or designee. 

 
15. The Agenda Item is reviewed and signed by the Purchasing Director or 

designee and forwarded to the City Manager for final review, concurrence, 
and submission to the City Council for contract award. 
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16. Upon approval by the  City Council, the Buyer issues a  Notice of Award and 

requests any required insurance certificates, bonds or other contractual 
documents from the vendor for post award compliance. Once post award 
compliance is complete the Buyer forwards this to the Contract Administrator. 

 
17. Upon receipt of these documents, the purchase order/notice to proceed and/or 

contract is prepared, signed, and issued. 
 

VII. Small Purchases 
 

A. Policy 
Purchases of less than $2,000 are exempt from Competitive Requirements and 
may be purchased directly by the Using Department utilizing a procurement card 
without routing through the Central Purchasing. The following policies and 
procedures shall apply for purchases of supplies and services under $35,000 and 
not covered by a contractual agreement,. A price check should be made on 
expenditures less than $2,000 when purchasing unfamiliar supplies. 

 
1. Verbal Quotations The Buyer is responsible for obtaining at least three (3) 

quotations for supplies or services that are expected to exceed $2,000. Verbal 
quotations may be obtained for purchases of standard or non-complex supplies 
with an estimated price less than $15,000. Prices are to be recorded on the 
requisition hard copy or electronic version if available, indicating date and 
person contacted along with the quoted price, terms and conditions, which 
will serve as documentation. The Buyer  does have the discretion to request 
quotations in writing if a complex procurement or  condition necessitates such 
quote in writing. 
 

2. Written Quotations. Written requests for quotations may be sent to vendors 
under the  following conditions: (a) on purchases estimated between $15,000 
and $35,000(b) when purchasing capital equipment; (c) when purchasing 
items with non-standard conditions, requirements, or instructions; or (d) when 
more permanent documentation is advisable. Written quotations should be 
typed using, whenever possible, the Request for Quotations Form. Complete 
information should be provided, including, but not limited to: description, 
quantity, delivery requirements, special conditions, drawings, specifications, 
the date information is required, etc. If  replies are to conform to a certain 
format, this should be clearly indicated. 
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3. Expedited Purchase Orders. The director of the using department or a  
representative may request to expedite the purchase of an item if it is 
determined that such action is necessary in the public interest and adherence 
to the normal ordering process could cause delay in the normal operation of 
the department. To justify this action, the need must be compelling and of 
unusual urgency -- for example, when the  City would be injured financially 
or otherwise if the supply or service were not furnished by a time or date, and 
meeting that time or date would not  permit adherence to the normal 
purchasing procedure. In any case the purchase shall be documented 
accordingly. 

 
B.  Procedures 

The Purchasing Clerk or designee assigns the requisition to a Buyer, who solicits 
a quotation verbally or in writing. 

 
1.  Verbal Quotations 

a. When verbal quotations are requested, the Buyer solicits quotations on the 
item(s) and  quantity described on the requisition and records or attaches 
the quotation on the hard copy of the requisition. 

b.   When all the quotes are received, the Buyer selects the lowest and best 
quotation, and places the order by fax, e-mail, procurement card, or 
purchase order hard copy. 

c.    A purchase order is prepared and signed by the Purchasing Director or 
designee and  is distributed. 

 
2.  Written Quotations (Formal) 

a.  When written quotations are to be solicited, the Buyer prepares a Request 
for Quotation and prepares a mailing list of any additional bidders to be 
solicited.  

b. The Purchasing Supervisor issues the Request for Quotation to Bid 
Notification Service. 

c. After all quotations are received, the Buyer, selects the lowest and best 
quotation and awards the purchase, the Purchasing Clerk then prepares a 
purchase order. 

d.  The purchase order is signed by the Purchasing Director or designee and 
issued  to confirm the order. The Buyer may elect to call in or fax the 
Purchase Order. 
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3.  Expedited Purchase Orders 
a.  Purchases under $ 2,000. The director of the using department or a 

representative will utilize the procurement card  whenever possible for 
purchases under $2,000.The director of the using department or a  
representative may request to expedite the purchase of an item over  
$ 2,000, if it is determined that such action is necessary in the    
public interest and adherence to the normal ordering process could cause 
delay in the normal operation of the department.  

b.  To justify this action, the need must be compelling and of unusual urgency 
--for example, when the  City would be injured financially or otherwise if 
the supply or service were not furnished by a time or date, and meeting 
that time or date would not permit adherence to the normal purchasing 
procedure. 

 
 VIII. Sole Source/Non-Competitive Negotiations/Sole Brand 

 
A.  Policy 

Non-competitive negotiations may be used as a procurement method for 
purchases of supplies or services available from only one source, or when it is 
determined by the director of the using department or the Purchasing Director or 
designee that competitive bidding is not feasible or not advantageous to the City. 
A request for a proprietary item does not justify a sole source procurement if there 
is more than one potential bidder for the item. Purchasing may negotiate with a 
sole source supplier under the following circumstances: 

 
-  The needed supply or service is available from only one source. 
-  The supply or service is wanted for experimental trial or testing. 
-  The supply is purchased for resale. 
-  Additional supplies or services are needed to complete an ongoing task. 
-  A supply or service is purchased from, or a sale is made to, another unit of 

government. 
-  The item is a component or replacement part for which there is no 

commercially available substitute and which can be purchased only from the 
manufacturer or distributor. 

-  Compatibility is the overriding consideration. 
-  The item is a used item which is subject to immediate sale. 
-  Technical support agreements 
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B. Procedures 
1.  In processing requisitions for sole source items, the Buyer, under the 

supervision of the Purchasing Director or designee, confirms that such item is 
in fact a Sole Source, then  conducts negotiations as to price, delivery, terms, 
and conditions. 

2.  The Buyer, in cooperation with the using department, prepares an Agenda 
Item if over $ 25,000, for review and signature by the Purchasing Director or 
designee. The Agenda Item recommending award should include a 
justification for the procurement method used. 

3.  The Agenda Item is reviewed by the Purchasing Director or designee and 
forwarded to the City Manager for final review before submittal to City 
Council for approval. 

 
Emergency Purchases 
 

A.  Policy 
These policies and procedures apply in situations which create a threat to public 
health, welfare, or safety, such as may arise by reason of storm, flood, equipment 
failure, or other disruption of essential services as may be declared by the City 
Manager or his/her designee. Emergency procurement shall be limited to those 
supplies or services necessary to meet the emergency. 

 
1.  In the event of an emergency, the City Manager, upon receipt of a written  

request transmitted through the Purchasing Director or designee, from the 
director or designee of a using department, may authorize emergency 
purchases which exceed twenty-five thousand  dollars ($ 25,000.00). Such 
purchases shall be exempted from the requirements of the competitive bid or 
proposal process of this Manual. 

 
2. Emergency purchases are subject to internal audit review and may require 

ratification by City Council. 
 

B.  Procedures 
1. The using department must provide Purchasing with the following information: 

     department name, contact person, requisition number, the nature and type of 
the item(s) to be purchased, and the vendor from whom the supply or service 
can be obtained. 
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2.  Purchasing, immediately after receiving this information, may purchase the 
supply or service if over $ 25,000 with the approval of the City Manager. In 
this case,  Purchasing will issue a purchase order number to the using 
department or directly to the vendor as circumstances dictate. If the City 
Manager or Purchasing Director is not available during the emergency, the 
Department Director may proceed with the purchase in order to protect public 
health, welfare or safety and shall provide such  information as required 
herein to the City Manager and Purchasing Director, within the next business 
day or soonest timeframe available. 

 
3.  Emergency purchases are subject to internal audit review and may require 

ratification by City Council. 
 
Note: Please refer to Emergency Declaration Procedure CP-240 for cases of 
hurricanes, natural disasters, etc. 
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I.  Purpose 

To provide basic terms and conditions on the purchase of supplies, equipment and 
services. 

 
II.  Scope 

The terms and conditions apply to all purchases. 
 
III. Responsibility 

The Purchasing Director or designee is responsible for this procedure and ensures that 
it is reviewed annually or when deemed appropriate by legal counsel. 

 
A.  Entire Agreement - The terms, specifications and drawings included in this order 

when duly executed constitute the entire agreement between the parties unless 
otherwise stated on the face of the order. No modification or waiver of terms of 
this agreement shall be binding, unless in writing, signed by a duly authorized 
representative of the buyer and confirmed by such a representative of the 
Contractor. This agreement shall be interpreted in accordance with the laws of the 
State of Florida. 

 
B. Delivery, Inspection and Acceptance - Delivery, inspections and acceptance 

will be at destination, unless otherwise provided. Until delivery and acceptance 
and after any rejections, risk of loss will be on the Contractor unless loss results 
from negligence of the City. Notwithstanding the requirements for any City 
inspection and test contained in specifications applicable to this contract, except 
where specialized inspections or tests are specified for performance solely by the 
City, the Contractor shall perform or have performed the inspections and tests 
required to substantiate that the supplies and services provided under the contract 
conform to the drawings, specifications and contract requirements listed herein, 
including if applicable, the technical requirements for the manufacturer’s part 
numbers specified herein. 

 
C. Delivery of Excess Quantities - The Contractor is responsible for the delivery of 

each item quantity within allowable variations, if any. If the Contractor delivers 
and the City receives quantities of any item in excess of the quantity called for 
(after considering any allowable variations in quantity) such excess quantities will 
be treated as being delivered for the convenience of the Contractor. The City may 
retain such excess quantities without compensating the interests herein. Quantities 
in excess, will at the option of the City either be returned at the Contractor’s 
expense or retained and paid for by the City at the contract unit price. 



 
37 

Central Purchasing 
Title: Terms & Conditions of Purchases  
Effective Date: 11/01/01  Supersedes Date:   Procedure No: CP-070 
 

D.  Deliveries - In the event of failure to deliver material of the quality or within the 
time specified, the City may cancel order and buy elsewhere. The contractor  will 
be responsible for any cost differences encountered in the reprocurement of 
materials. Failure of the City to exercise this option with respect to any 
installment shall not be deemed a waiver with respect of future installments; if 
any. 

 
E.  Delivery Tickets - All shipments under this agreement shall be accompanied with 

delivery tickets, or sales slips, in triplicate, which shall contain the following 
minimum information. 
1.  Name of supplier 
2.  Purchase Order 
3.  Date of call 
4.  Call number 
5.  Itemized list of supplies or services furnished. 
6. Quantity, unit price and extension of each item less applicable discounts (unit 

price and extensions need not be shown when compatible with the use of 
automated systems provided that the invoice is itemized to show this 
information) and 

7. Date of delivery or shipment 
Upon delivery, the receiving office will retain a copy of the related delivery 
ticket. 

 
F. Inspection, Acceptance and Title - Inspection and acceptance will be at 

destination unless otherwise provided. Title and risk of loss or damage to all items 
shall be the responsibility of the contract supplier until accepted by the City, 
unless loss or damage results from negligence by the City. The contract supplier 
shall be responsible for filing, processing and collecting all damage claims. 
However, to assist him in the expeditious handling of damaged claim, the City 
will: 
1.  Record any evidence of visible damage on all copies of the delivering carrier’s 

Bill of Lading. 
2.  Report damage (Visible and Concealed) to the carrier and contract supplier, 

confirming such reports, in writing, within 15 days of delivery, requesting that 
the carrier inspect the damaged merchandise. 

3.  Retain the item and its shipping container, including inner packing material 
until inspection is performed by the carrier, and disposition given by the 
contract supplier. 

4. Provide the contract supplier with a copy of the carrier’s Bill of Lading and 
damage inspection report. 
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G. Government Regulations - Contractor warrants that all applicable laws and 
regulations of governmental authority, covering the production, sale and delivery 
of the materials specified herein, have complied with and shall indemnify and 
save City harmless from and against any liability or loss resulting from 
Contractor’s failure to do so. 

 
H.  Taxes - Cities are exempt from Federal Taxes on transportation charges and any 

Federal Excise Tax, if you prepay transportation charges do not pay tax as the 
City will not reimburse for the taxes paid. Cities are exempt from State Sales Tax. 

 
I.  Warranties - In addition to all warranties, established by statute or common law, 

or set-forth elsewhere in this order, Contractor expressly warrants that all material 
or services covered herein shall conform to all specifications, drawings, samples 
and descriptions furnished or adopted by the City, and shall be of best quality and 
fit and sufficient for the purpose for which purchased, if specified hereon, 
merchantable, of good material and workmanship and free from all patent and 
latent defects. City’s failure to give notice to Contractor of any breach of warranty 
shall not discharge Contractor’s liability therefore. Without limiting the generality 
of the foregoing. Contractor agrees to be responsible for all defects in design, 
workmanship and materials which may become apparent within twelve months of 
receipt by City. 

 
J. Patents - Contractor shall protect and indemnify City against all claims, 

judgements and expenses arising from infringement or alleged infringement of 
any United States patent by any of the goods delivered hereunder. Contractor 
shall defend or settle at its own expense any proceeding brought against City for 
such infringement provided Contractor is notified promptly of the commencement 
of such proceeding and is given authority, information and assistance by the City 
for the defense or settlement thereof. 
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K. Installation - If this order required the services of Contractor experts or 

employees on the City’s premises, such experts or employees shall not thereby be 
deemed to be the agents or employees of the City. Such parties shall be subject to 
the City’s safety rules and fire regulations. Contractor assumes full responsibility 
for their acts and omissions and agrees to save the City harmless from any claims 
arising therefrom and to accept exclusive liability for payroll and other taxes 
imposed upon the employer by law. Contractor will undertake to keep the 
materials and premises involved free from any lien whatever for materials and 
labor incident to the performance of Contractor’s obligations hereunder. If 
Contractor furnishes material and services for construction and improvement for a 
lump sum amount, Contractor agrees to furnish an analysis thereof as City may 
reasonably require for accounting purposes. Contractor shall be solely responsible  
for materials furnished by City or other than a charge basis in connection with this 
order. 

 
L.  Non-Disclosure - Without prior written consent of the City in each instance, 

contractor shall not reveal to a third party the details, characteristics or any 
information on materials made to the special order of City or use reproductions 
thereof in any promotional media or reveal that City is purchasing the materials 
ordered hereunder. 

 
M. Condition for Assignment - This (contract or purchase order) shall not be 

assigned in full or part without the consent of the City. Such consent shall not 
relieve the Contractor from its obligations and liabilities. 

 
N.  Changes - The Purchasing Director or designee may at any time, by a written 

order, and without notice to the sureties, make changes, within the general scope 
of this contract, in (i) drawing, designs, or specifications, where the supplies to be 
furnished are to be specially manufactured for the City in accordance therewith; 
(ii) method of shipment or packing and (iii) place of delivery if any such change 
causes an increase or decrease in the cost of, or the time required for performance 
of this contract, whether changed or not changed by any such order, and equitable 
adjustment shall be made by written modification of this contract. Any claim by 
the Contractor for adjustment under this clause must be asserted within 30 days 
from the date of receipt by the Contractor of the notification of change provided 
that the Purchasing Director or designee if he decides that the facts justify such 
action, may receive and act upon any such claim if asserted prior to final payment, 
under the contract. Failure to agree to any adjustment shall be a dispute 
concerning a question of fact within the meaning of the clause of this contract 
entitled “Protest.” However, nothing in this clause shall excuse the Contractor 
from proceeding with the contract as changed. 
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O. Suppliers are of domestic origin unless indicated by contract supplier. 
 

P. Invoicing and Payment - The contractor shall be paid upon submission of properly 
certified invoices to the purchaser at the prices stipulated on the contract at the time the 
order is placed, after delivery and acceptance of goods, less deductions if any, as 
provided. Invoices shall contain the contract number, purchase order number and the 
contractor’s Federal Employer Identification Number. An original and one (1) copy of 
the invoice shall be submitted. Failure to follow these instructions may result in delay in 
processing invoices for payment. 
INTEREST PENALTIES: Payment shall be made in accordance with Section 218.701, 
Florida Statutes, which states the contractor’s rights and the City’s responsibilities 
concerning interest penalties and time limits for payment of invoices. 

 
Q. Discounts - On any discount, time will be computed from date of satisfactory delivery of 

the supplies or from date correct invoice is received, whichever is the later date. 
 
R. Protest - Any protest by a bidder/proposer must be filed with the purchasing department 

for a review by the Purchasing Director or designee. If the bidder/proposer is not satisfied 
with the findings of the Purchasing Director or designee, he may then file a protest 
through the Central Purchasing Department with the City Manager for further review. 
The decision of the City Manager and/or City Council will be final. 

 
S.  Convict Labor - In connection with the performance of work under this contract, the 

Contractor agrees not to employ any person undergoing sentence of imprisonment except 
as provided by Public Law 89.176, September 10, 1965 (1BU.S.C.40821ch21) and 
Executive order 11255, December 29, 1973. 

 
T.  Covenant Against Contingent Fees - The Contractor warrants that no person or selling 

agency has been employed or retained to solicit or secure this contract upon any 
agreement or understanding for a commission percentage, brokerage, or contingent fee, 
excepting bona fide employees or bona fide established commercial or selling agencies 
maintained by the Contractor for the purpose of securing business. For breach or 
violation of this warranty, the City shall have the right to amend this contract without 
liability or in its discretion to deduct from the contract price or consideration, or 
otherwise recover, the full amount of such commission, percentage, brokerage or 
contingent fee. 
 

U. Contingencies - Neither party shall be liable for delays or defaults due to acts of God, 
government authority or public enemy, war, fires, floods, epidemics, strikes, labor 
troubles, freight embargoes or contingencies reasonably beyond its control.  
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The party so affected upon prompt written notice to the other party shall be excused from 
making or taking deliveries hereunder to the extent of such prevention or restriction. At 
City’s option, deliveries so omitted shall be made on notice thereof to the vendor, upon 
cessation of such contingency even though such might have been operative at the date of 
this order. 

 
V. Gratuities - (a) The City may, by written notice to the Contractor, terminate the right of 

the Contractor to proceed under this contract if it is found after notice and hearing by the 
City Council duly authorized representative, that gratuities (in the form of entertainment, 
gifts or otherwise) were offered or given by the Contractor, or any agent or representative 
of the Contractor to any officer or employee of the City with a view toward securing a 
contract or securing favorable treatment with respect to the awarding or amending, or the 
making or any determinations with respect to that performing of such contract provides, 
that the existence of the facts upon which the  City Council or their duly authorized 
representative make such findings, shall be in issue and may be reviewed in any 
competent court (b) in the event this contract is terminated as provided in paragraph, (a) 
hereof the City shall be entitled (1) to pursue the same remedies against the Contractor as 
it could pursue in the event of a breach of the contract by the Contractor and (2) as a 
penalty in addition to any other damages to which it may be entitled by law to exemplary 
damages in an amount (as determined by the of City Council their duly authorized 
representative) which shall be not less than three nor more than ten times the costs 
incurred by the Contractor in providing any such gratuities to any such officer or 
employee; (c) The rights and remedies of the City provided in the clause shall not be 
conclusive and are in addition to any other rights and remedies provided by law or under 
the contract. 

 
W. Termination for Default - The Purchasing Director or designee by written notice may 

terminate this contract, in whole or in part, for failure of the Contractor to perform any of 
the provisions hereof, in such event the Contractor shall be liable for damages including 
the excess cost of reprocuring similar supplies or services; provided that if (i) it is 
determined for any reason that the Contractor was not in default or (ii) the Contractor’s 
failure to perform is without his and his subcontractor’s control, fault or negligence, the 
termination shall be deemed to be a termination for convenience under paragraph X. As 
used in this provision the term “subcontractor” and “subcontractors” means 
subcontractors at any tier. 

 
X. Termination for Convenience - The Purchasing Director or designee by written notice, may 

terminate this contract, in whole or in part, when it is in the best interest of the City. If this 
contract is for supplies and is so terminated, the Contractor shall be compensated for goods 
delivered up to the date of termination at the discretion of the City. To the extent that this 
contract is for services and is so terminated, the City shall be liable only for payment in 
accordance with the work completed and not disputed at the time of notice. 
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Y. Assignment of Claims - Claims for monies due or to become due under this 

contract shall be assigned only pursuant to the Assignment of Claims Act of 1940, 
as amended (3)U.S.C.203,41U.S.C.161. However, payments to an assignee of 
monies under this contract shall not, to the extent provided in said act, as 
amended, be subject to reduction of set-off (See Clause M). 

 
Z. Extent of Obligation - The City is obligated under a call-type Purchase Order 

only to the extent of authorized calls actually placed against this agreement. 
 

AB. NON-DISCRIMINATION CLAUSE UNDER FEDERAL CONTRACTS 
During the performance of this contract, the contractor agrees as follows: 
1.  The contractor will not discriminate against any employee or applicant for 

employment because of race, color, religion, sex or national origin. The 
contractor will take affirmative action to ensure that applicants are employed, 
and that employees are treated during employment, without regard to their 
race, color, religion, sex or national origin.  

 
Such action shall include, but not be limited to the following; employment, 
upgrading, demotion, or transfer, recruitment or recruitment advertising; 
layoff or termination; rates of pay or other forms of compensation; and 
selection for training, including apprenticeship.  

 
2.  The contractor agrees to post in conspicuous places available to employees and  

applicants for employment, notices to be provided by the contracting officer 
setting forth the provisions of this nondiscrimination clause. 

 
3.  The contractor will, in all solicitations or advertisements for employees placed 

by or on behalf of the contractor, state that all qualified applicants will receive 
consideration for employment without regard to race, color, religion, sex or 
national origin. 

 
4.  The contractor will send to each labor union or representative of workers with 

which he has a collective bargaining agreement or other contract or 
understanding, a notice, to be provided by the agency contracting officer, 
advising the labor union or workers representative of the contractor’s 
commitments under section 202 of executive order no. 11246 of September 
24,1965, and shall post copies of the notice in conspicuous places available to 
employees and applicants for employment. 
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5.  The contractor will comply with all provisions of executive order No. 11246 

of September 24, 1965, and of the rules, regulations, and relevant orders of the 
Secretary of Labor. 

 
6.  The contractor will furnish all information and reports required by executive 

order No. 11246 of September 24, 1965, and by the rules, regulations, and 
others of the Secretary of Labor, or pursuant thereto, and will permit access to 
his books, records, and accounts by the contracting agency and the Secretary 
of Labor for purposes of investigation to ascertain compliance with such rules, 
regulations, and orders. 

 
7.  In the event of the contractor’s noncompliance with the nondiscrimination 

clauses of this contract or with any of such rules, regulations, or orders, this 
contract may be canceled, terminated or suspended in whole or in part and the 
contractor may be declared ineligible for further government contracts in 
accordance with procedures authorized in executive order No. 11246 of 
September 24, 1965, and such other sanctions may be imposed and remedies 
invoked as provided in executive order No.11246 of September 24, 1965, or 
by rule, regulation, or order of the Secretary of Labor, as otherwise provided 
by law. 

 
8.  The contractor will include the provisions of paragraphs (1) through (7) in 

every subcontract or purchase order unless exempted by rules, regulations, or 
orders of the Secretary of Labor issued pursuant to section 204 of executive 
order No. 11246 of September 24, 1965, so that such provisions will be 
binding upon each subcontractor or vendor. The contractor will take such 
action with respect to any subcontract or purchase order as the contracting 
agency may direct as a means of enforcing such provisions including 
sanctions for noncompliance provided, however, that in the event the 
contractor becomes involved in or is threatened with, litigation with a 
subcontractor or vendor as a result of such direction by the contracting 
agency, the contractor may request the United States to enter into such 
litigation to protect the Interests of the United States. Ocala, Florida, is an 
equal opportunity employer and does not discriminate against any employee 
or applicant for employment because of race, creed, color, sex, age or national 
origin. 



 
44 

Central Purchasing 
Title: Blanket Purchase Orders 
Effective Date:11/01/01 Supersedes Date:   Procedure No: CP-080 
 
I. PURPOSE: 

Blanket Purchase Orders (BPO's) are used for the purchase of materials, supplies, and 
parts, etc. where exact quantities or items, are not easily determined or usage varies 
according to conditions or requirements over a specific period of time. Items may be 
purchased as needed by the user department, against the blanket order number for the 
term of the BPO, or until the dollar amount is reached. The BPO generally establishes 
a maximum dollar limit, the period covered, and any pertinent terms and conditions. 
However, since the items or quantities to be purchased are unknown at the time of 
issuance of the BPO, no line item pricing is included. 

 
II. PROCEDURE: 

A BPO is initiated by a regular Purchase Requisition, and is printed on regular 
purchase order forms, indicates that it is a BPO, and is consecutively numbered as 
with regular purchase orders, and shall contain the following information: 
1. Vendor Name and address, 
2.  Description and types of items to be purchased (to the extent known). 
3.  The period of time the BPO will remain valid ( through the term of a Contract). 
4.  The maximum dollar amount (cap) which cannot be exceeded (unless increased 

by a change order). When it is apparent the cap will be insufficient, a change 
order may be requested by the using department to increase the cap. 

5.  Provision for cancellation of the order at any time. 
6.  Individual purchase limits (per item) shall be set on BPO's by the Central 

Purchasing  Department so as to avoid unauthorized expenditure of funds for 
capital equipment (see Limitations). 

7.  Name of department/division and any specific personnel authorized to utilize the      
BPO. 

 
After a BPO is issued, the using department/division is authorized to place orders, via 
telephone or in person, directly with the vendor, when needed. Example: A using 
department may wish to request a BPO to purchase miscellaneous hardware items from 
a hardware store for a one-year period with total expenditures not to exceed a specified 
dollar amount. The department/division shall be responsible for acknowledging receipt 
of goods, and thereby, approval of payment. To liquidate a BPO, indicate on the 
"Receiving" copy ‘Final' and forward directly to the Finance Accounts Payable Section. 

 
Partial payments are made as items are purchased against the BPO until the dollar 
amount encumbered for that BPO is reached. Departments/divisions must acknowledge, 
in a  timely manner, the receipt of goods to indicate authority for the Finance Accounts 
Payable Section to pay invoices. The Accounts Payable Section will process invoices 
for received materials or services so that any discounts may be obtained. 
Departments/divisions should monitor the status of the BPO for discounts taken and 
freight charges applied. 
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BPO's shall be monitored very closely by the user department as to expenditures, so 
as not to exceed encumbered amounts and as to time so that the BPO does not lapse 
before a new one, if needed, is issued, or it is extended via issuance of a change order. 

 
The Central Purchasing Department and the Accounts Payable Section may monitor 
all or selected purchases to ensure adherence to City procedures. The Central 
Purchasing Department may take appropriate action, as deemed necessary, should the 
using department not strictly adhere to City purchasing procedures. 

 
III. EXAMPLES: 

A BPO may be issued for $5,000 to ABC Lumber, Inc., for miscellaneous building 
materials for a 1 year period. 

 
A BPO may be issued for $1,500 to Joe's Film and Processing, Inc. for purchase of 
camera film and for processing of the resulting pictures and slides of a construction 
project for a 6 month period (the duration of the project). 

 
IV.LIMITATIONS: 
 

BPO’s cannot exceed $ 25,000.00 unless approved by the  City Council and it cites an 
existing Term Contract, that is approved , Sole Source, has been approved for 
Standardization, or as otherwise approved by the Purchasing Director or designee. 
The item limit shall $2,000.00 unless approved by the Purchasing Director or 
designee. 

 
V.Example: A BPO for $10,000 may be approved by the Purchasing Director or 

designee for landscaping services to provide for services during the bid and award 
process after an awarded vendor fails to perform the contract. 

 
BPO’s may be issued for labor or installation. Such needs for BPO's should be 
discussed with the Purchasing Director or designee, prior to issuance, to ensure 
appropriate procurement steps are taken; appropriate terms and conditions, 
specifications, etc. as applicable are in place; and that appropriate documentation is 
on file (insurance certificates, etc.). 
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I. DEFINITION: 

A Term Contract (TC) or Annual Purchase Agreement (APA) is a formal contract 
(not a purchase order) issued for a specified time period (usually one-year intervals) 
as a result of a competitive bid process for specific items to be purchased for the 
duration of the contract. Each item on the TC has a firm price, and the TC may allow 
for a firm discount (percentage) off list prices that are established at the time of 
award. TC's are awarded for the use by all departments/divisions, and shall be utilized 
when purchasing a TC commodity. 

 
II. PROCEDURE: 

1. The user department/division shall notify the Central Purchasing Department via      
submission of a purchase requisition for Term Contract of the need for 
preparation of an Invitation to Bid, and include appropriate documentation, i.e.; 
estimated quantities, item descriptions, specifications, etc. The Central Purchasing 
Department may initiate Invitations to Bid for Term Contracts for City-wide use 
as deemed appropriate by the Purchasing Director or designee (i.e.; office 
machine repair and office supplies). 

2.  An Invitation to Bid (ITB) is prepared by the assigned Buyer utilizing the data  
supplied by the user department/division, and a draft copy is provided to the user    

     department/division(s) for review and comment. 
3. Bid documents are finalized, and a Pre-Bid Conference may be held, as 

appropriate. The user department/division shall be in attendance to clarify 
technical specifications. 

4.  Bids are received and recorded by the Central Purchasing Department, a Bid  
Tabulation sheet is prepared, and copies of each bid submittal are forwarded to 
the user department/division for review and recommendation of award. 

5. Upon concurrence with the user department/division's recommendation, the  
recommendation for award is submitted for Council approval by the Central  
Purchasing  Department if over $ 25,000. 

6.  To allow for renewal or extension by the Central Purchasing Department without  
further Council approval, the Council agenda item shall include the following  
statement: "Council approval is requested to establish a one-year term contract 
renewable by the Central Purchasing Department for up to two (2) additional one-
year terms". 

7. The Central Purchasing Department notifies the vendor and using 
department/division as to the award. 

8.  Purchase Orders or Blanket Purchase Orders are issued as needed, referencing the  
bid number. 
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III. GENERAL: 

The Central Purchasing Department shall issue an Invitation to Bid, and recommend 
Council approval of the contract on a item-by-item, lot-by-lot, or all-or-none-total 
offer basis, whichever is most advantageous to the City. 

 
A primary contractor, shall be awarded. A secondary contractor shall be utilized when 
the user department/division determines, in writing, that the primary contractor is 
unwilling or unable to perform, or whenever scheduling or other factors will benefit 
the user department/division. Should additional items be requested in writing to be 
added by the user department/division, said items may be added by the Purchasing 
Director or designee in the City's best interest. 
 
Once a contract is established, departments will be notified of the awarded vendor(s). 
The departments may then order directly from the awarded vendor. Departments may 
not order other than those awarded regarding the specific TC. Note: TC's are not 
restricted to fiscal year parameters. 

 
IV. RENEWALS: 
 

Annual Purchase Agreements (APA’s) may be multiple year and have renewal 
options. The user department/division(s) will be notified prior to expiration of the 
APA (See “Vendors Performance Report” [Attached] regarding non-renewal 
due to unsatisfactory service.) 
Purchase Orders or Blanket Purchase Orders are issued as needed, referencing the bid 
number. Blanket Purchase Orders may be issued for any amount (within budget 
constraints) when issued in accordance with the pricing, terms and conditions of a 
TC. 
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I.  Purpose 

The purpose of this procedure is for procuring goods and services which are exempt from the 
competitive bid requirements. 

 
II. Scope 

This procedure applies to all purchases that are exempt from the formal competitive bid and 
proposal requirements as follows: 
(1)  Agreements between the  City Council and non-profit organizations, the federal  

 government, or other state or local governments, including the transfer, sale, or  
 exchange of goods and/or services. 

(2) Purchases by the other City entities as may be designated from time to time by the  
      City Council. 
(3) Goods and/or services received by grant, gift or bequest. 
(4) Items defined as a procurement card purchase. 
(5) Payroll and payroll related deductions. 
(6) Awarded bids by local, state, or national government agencies, government 
      cooperative purchasing organizations or purchasing associations. 
(7) Purchases from the State of Florida, PRIDE, or U.S. General Services Administration 

Contracts. 
 
III. Direct Payment Claim Voucher Procedure  

The user department/division shall utilize the Claim Voucher to approve payment for the 
following exempt items, and submit directly to the accounting department: 
1.   Debt related expenses 
2.   Mileage Reimbursements 
3.   Towing, forensic services, witness expenses, storage expenses, copies of records,  

transcripts. 
4.   Housing assistance payments 
5.   Payments issued to constitutional officers 
6.   Indigent medical and burial payments 
7.   Some Contract Personnel Services for Recreation and Parks 
8.   Medical insurance refunds (personnel only) 
9.   Memberships  
10. Outside counsel 
11. Other legal services, including paralegal services, expert witnesses and court reporters. 
12. All types of taxes. 
13. Assessments, fees, permits 
14. Utility payments and deposits 
15. Postage (U.S. Post Office only) 
16. Pre-approved interview and/or moving expenses  
17. Refunds on overpayment (i.e., tag & title fees, taxes, parking violations) 
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18. Risk management claims settlements 
19. Subscriptions to and legal advertisements in newspaper and periodicals 
20. Tax deed application expenses 
21. Tuition, lab fees, books, required course materials to approved schools 
      (registration forms required) 
22. Procurement Card Purchases less than $2,000.00 (excluding items under term  

contract  and subject to the restriction that no purchase shall be artificially divided  
so as to constitute a purchase under $2,000.00), and payments made through  
approved purchase agreements.  

23. Agreements between the  City Council and non-profit organizations, the federal  
government, or other state or local governments, including the transfer, sale, or  
exchange of goods and/or services. 

24. Purchases from other City entities as may be required. 
25. Goods and/or services received by grant, gift, or bequest. 

 
IV.  Special Exceptions as directed by the City Manager and approved by City Council 
 
       The City Manager may authorize a special exception to competitive requirements for the 
purchase of materials, supplies, equipment, or contracted services by negotiation without regard to 
the estimated cost. Prior approval of the City Manager and/or the City Council is required when 
the estimated  cost exceeds the threshold that requires Council approval. 
 
V.  Purchase Orders shall be issued to provide for payment for the following competition  
      exempt items: 
 

1.  Emergency purchases 
2.  Processed media: movies, slides, videos, and other from processor, producer or 
     exclusive distributor. 
3.  Purchases from State of Florida term contracts and PRIDE purchases. 
4.  Purchases from GSA Contracts and other governmental entities' Invitations to Bid' 
5.  Blanket purchase orders issued on an annual basis wherein the exact quantity of items or 

identification of specific items cannot be determined in advance. 
6.  Sole Source procurements 
7.  Items which have been approved for standardization, and a specific vendor has been 

delineated in the standardization process 
8.  Maintenance Agreements (excluding those less than $ 2,000.00) 
9.  Awarded Bids by Local, State, or National Government Agencies, Government  

Cooperative Purchasing Organizations or Purchasing Associations and Purchases from the 
State of Florida or U.S. General Services Administration Contracts. 
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A. The procedure also known as “piggybacking” is allowed and utilized for the procurement of  
      goods and services without formal bid procedures via utilizing other  public entitys’ award of  
      an Invitation for Bid or Request for Proposal; for example,  the sources mentioned previously. 
 
B. Buyers shall have all piggyback procurements pre-approved by the Purchasing Director or  
     designee prior to performing the following due diligence, to assure that piggybacking for the  
     purchase in question will be appropriate. The following documentation shall be included in the  
     due diligence for piggybacking: 
 

1.  A full copy of the Invitation for Bid, the vendor’s price sheet, vendor’s signature,  
allowance for piggybacking by other entity, notification for award, date of 
purchase order or contract, and expiration date. 

2.  Quotation from vendor, offering to honor the same prices under the same terms 
and conditions as indicated in the Invitation for Bid. 

 
VI. Award 

Award shall be made in accordance with express authority as indicated in the 
Delegation of Signature Authority, Procedure No. CP-020. Since the procurements 
described in this procedure are exempt from the bid requirements, it is not a 
requirement that these procurements be placed on Council agenda. 

 
VII. Limitations 

Only purchases may be piggybacked; sale or trade-ins shall be sold separately. 
Should the piggybacked bid have a line item(s) for trade-in of used equipment, this 
line item(s) cannot be piggybacked. 

 
VIII. Example 

A public entity issued an Invitation for Bid for a Motor-Grader. Line item number 2 
provided for a trade-in of a 10 year old motor-grader. Award was made by the public 
entity to an equipment dealer for both line items. Item number 1 (purchase of a motor 
grader) is a piggyback item, but item number 2 (trade-in of used motor-grader) is not 
a piggyback item. 
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IX. SOLE SOURCE 

A. PURPOSE: 
To provide a mechanism for the procurement of goods and services which are a sole  
source. 

 
B. DEFINITION: 
Sole source items must meet both of the following criteria. 
1.  No other manufacturer can market a like or comparable product.  
2.  It is the only item that will produce the desired results (or fulfill the specific need) 
3. The item is available from only one source of supply. Purchases of supplies,  

equipment and contractual services from a sole source are exempted from  
competitive requirements upon approval of the Purchasing Director or designee.   
Said approval shall be formally authorized utilizing a Sole Source Purchase Data 
Sheet.  

 
4. The request for Sole Source purchase shall set forth the purpose and need, in 
addition to why the item is the only one that will produce the desired results (or fulfill 
the specific need).The user department/division and/or the Buyer shall attempt to 
locate competition (alternate sources of supply). Compatibility to existing equipment 
shall be an acceptable justification for waiver of bidding requirements, provided the 
item is only available from one source of supply. The Central Purchasing Department 
shall keep a folder of sole source purchases. 

 



 
52 

Central Purchasing 
Title: Purchases Exempt From Competition 
Effective Date: 11/01/01  Supersedes Date:   Procedure No: CP-110 

 
 

 
PROCEDURE: 

The user department/division shall submit to the Central Purchasing Department a 
completed Sole Source Purchase Data Sheet (attached), indicating the requisition 
number, which has previously been input into the computer in accordance with 
Policies and Procedures. The Central Purchasing Department shall review and 
approve or disapprove, in writing, sole source designation after a good faith effort is 
made to find other available sources. 

 
When the Purchasing Director or designee determines that a sole source exists for the 
required goods and/or services, staff shall conduct negotiations, as appropriate, as to 
price, delivery, and terms. Approved requests shall be processed and the log and files 
updated by the Buyer. The user department/division shall be informed as to any 
requests which are disapproved, and the procurement shall be made in accordance 
with standard procedures. 

 
AWARD: 
     Award of sole source procurements shall be made in accordance with express    
     authority as delegated. NOTE: See "Purchases Exempt from Competition", See CP- 
     110 for additional information. 
 
EXAMPLES 
     XYZ, Inc. would be considered a sole source for parts for a City owned XYZ  
     computer due to our computer system being standardized to XYZ type, any other type   
     of parts utilized would scramble the system and invalidate the warranty, and, the parts  
     are only available directly from the manufacturer. 
 
     Road Operations has submitted a requisition for "chrome muffler bearings' for   
     installation in all City vehicles. This item was recently invented and brought to market  
     by WWW Manufacturing, Inc. These bearings increase the performance of vehicles by  
     100%. No other company has anything of this type in production, and purchases of  
     these bearings can only be made directly from the manufacturer. 
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I.  DEFINITION 

"Piggyback" is a procedure of procuring goods or services without formal bid 
procedures via utilizing other public entity's award of an Invitation to Bid or Request 
for Proposal. This procedure exempts piggybacks off the State of Florida, Department 
of Management Services, Division of Purchasing's State Contracts and GSA 
contracts, FSA contracts, and awarded bids by local, state, or national government 
agencies, government cooperative purchasing organizations or purchasing 
associations. 

 
II. GENERAL 

The piggybacked purchase should be utilized during the term of the entity's contract 
but. The City should be cautious when piggybacking another entity's bid. The award 
will be in accordance with all the terms and conditions, prices, time frames, and other 
criteria as included in the Invitation to Bid. Changes to terms and conditions, etc., are 
not allowable. 
 
Additional options may be included unless the total dollar value of the options is in 
excess of the City's bid limit. It is recommended that the user department/division 
contact the user department/division of the other entity to determine that the item is 
exactly what is needed by the City. Additionally, to determine if they would 
recommend piggybacking of the award (did the vendor perform appropriately?). 

 
III. PROCEDURE 

Buyers should have all piggybacks pre-approved by the Purchasing Director or 
designee prior to performing the following due diligence, to assure that piggybacking 
for the purchase in question will be appropriate. The following documentation shall 
be included in the due diligence for piggyback: 

 
1. A full copy of the Invitation to Bid. The vendor's price sheet, allowance for 

piggybacking by other entity, and notification of award. Date of  purchase order 
or contract, and expiration date. 

2.  Quotation from vendor, offering to honor the same prices under the same terms 
and conditions as indicated in the Invitation to Bid. 

 
IV. AWARD 

Award shall be in accordance with express authority as delegated for purchases 
exceeding $ 25,000. The Central Purchasing Department and the Client Department 
will coordinate placement on the Council Agenda.  
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V. LIMITATIONS 

Only purchases can be piggybacked, sale or trade-ins must be sold separately. Should 
the piggybacked bid have a line item(s) for trade-in of used equipment, this line 
item(s) cannot be piggybacked. 

 
VI. EXAMPLE 

City issued an Invitation to Bid for a Grader. Line item number 2 provided for a 
trade-in of a 10 year old grader. Award was made by the County to Tractor & 
Equipment, Inc., for both line items. Item number 1 (purchase of grader) is 
piggybackable, but item number 2 (trade-in of used grader) is not piggybackable. 
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I. GENERAL: 

The City has the option to utilize State of Florida Term Contracts and FSA Contracts 
when purchasing certain goods, services, and capital equipment. These contracts 
established by the Department of Management Services, Division of Purchasing in 
Tallahassee include goods and services that are common to state agencies, local 
governments, and public entities. These goods and services are consolidated and 
standard specifications are prepared and developed into State Contracts. The contracts 
are awarded for specified time periods, and are available for use by City, 
Municipality, and other local public entities. 

 
II. PROCEDURE: 

The requirement for solicitation of quotations or bids shall not apply to purchases that 
are  on State of Florida Term Contracts or Federal GSA schedules. Requesting 
Departments will forward a requisition to the Central Purchasing Department for all 
goods and services on State of Florida Term Contracts, PRIDE or Federal GSA 
contracts. 

 
III. AUTHORITY: 

The Purchasing Director or designee may make purchases/awards in any amount up 
to    $ 15,000, approval threshold, when utilizing State Contracts, provided they are 
budgeted items, and are made in the best interest of the City. The City Manager shall 
approve awards in any amount from over $ 15,000 up to $ 25,000 before requiring to 
be submitted to City Council for approval   
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I. PURPOSE: 
 

The purpose of the City Purchasing Card Program is to improve efficiency in 
processing purchases from any vendor that accepts the Visa credit card.  This program 
allows the cardholder to purchase approved commodities and services directly from 
our vendors. Each purchasing card is issued to a named individual and is designated 
with “City of Ocala” clearly shown on the card as the Governmental buyer of goods 
and services. Purchasing and Accounting will monitor the performance of the 
program. All questions or concerns should be directed to: Procurement related: 
Procurement Card Administrator, Ph. 351-6700 Accounts Payable: Accounting 
Specialist Ph. 629-8368  
This Directive is intended to accomplish the following: 

 
• Provide an efficient method of purchasing and paying for goods and services not 

exceeding $2,500 per purchase and a monthly spending limit not to exceed 
$10,000.00. Exceptions to these limits will be allowed on emergency purchases and 
special Project Cards. 

• Reduce the need of petty cash funds. 
• Ensure purchasing card purchases are in accordance with the City’s Purchasing 

Policy and Procedure Manual. 
• Reduce the time and money spent by using departments, the Central Purchasing 

Department, and Finance’s Accounts Payable section to process transactions. 
• Ensure that the City bears no legal liability from inappropriate use of purchasing 

cards. 
• Provide for disciplinary action for misuse of the purchasing card. 
 

II.    SCOPE  
 

This Directive will be applicable to those City departments who have selected 
employees to use purchasing cards to purchase goods and services for specific 
expenditures incurred under conditions approved by this directive.  
 

III. APPLICABILITY  
This Directive applies to all agencies and departments under the City Council. The 
policies and procedures provided herein are minimum standards. Departments may 
establish additional controls if necessary. 
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IV. BACKGROUND 
  The Central Purchasing Department has used various methods to accomplish the 

purchase of goods and services. The method of purchase requisitioning, has proven to 
be time consuming and costly. To promote operational efficiency and vendor 
acceptance and save time and money, the Central Purchasing Department initiated the 
Purchasing Card program.  The Purchasing Card system simplifies the 
procurement/disbursement process.  Procurement responsibility is delegated to the 
ordering Department enabling an authorized cardholder to place an order directly 
with the vendor. When a purchase authorization is requested by the supplier at the 
point-of-sale, the Visa Purchasing Card system checks the transaction against preset 
limits. Transactions are approved or declined (electronically) based on the Purchasing 
Card authorization criteria established. The authorization criteria may be adjusted 
periodically as needed and may include: 

• Single purchase limit of $2,500  
• Monthly spending limit of  $2,500, $5,000, or $10,000, as set by the Department 

Head/Designee Monthly spending limit 
• Approved Merchant Category Codes 

The authorization process occurs through the electronic system that supports the 
Purchasing Card processing services under the City’s agreement with the bank. 
 

V. GENERAL INFORMATION 
 

A. RESPONSIBILITIES: The following are the responsibilities of the individuals 
and organizations involved in the Purchasing Card system. 
1) Cardholder and or Department Representative (Individual(s) designated 

by  Department  Head) 
• Hold and secure purchasing card issued to self 
• Ensure availability of funds and proper account codes 
• Order/receive materials and services 
• Inspect all ordered goods and services, making sure there are no sales tax 

or backorders 
• Collect, save sales receipts, and invoices 

• Match receipts with transactions posted to WORKS PAYMENT 
MANAGER 

• Review transactions for validity  
• Process all transaction in WORKS PAYMENT MANAGER in a 

timely manner, no later than six days after the cycle closes  
• Identify disputed charges 
• Review monthly charges with supervisor 
• Comply with all purchasing and procurement card policies and 

procedures. Central Purchasing 
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2) Department Representative [Individual(s) designated by Department Head] 
• Acts as the Department or Division contact & coordinator in matters 

pertaining to the Procurement Card Program 
• Review monthly transactions with cardholder and complete WORKS 

PAYMENT MANAGER reconciling by the 10th of the month following the 
close of the cycle on the 4th 

• Make sure there are no sales tax or back-orders  
• Ensure availability of funds in proper account codes 
• Prepare & sign the monthly payment authorization for Finance 
• Verify the appropriateness of account codes (i.e., 

Department/Division/Function/Object   Code)  
• Responsibility:  Permission to allocate charges to another department’s 

account number must accompany the payment authorization to Finance. 
Permission may be in the form of an email or memo from Department 
Head or Designee who’s account is paying for the charge. 

• Forward payment authorization, and supporting receipts to Accounts 
Payable in Finance by the 15th of the month following the cycle closing 
date . 

• Provides annual review/training on use of cards, as needed. 
• Comply with all purchasing and procurement card policies and procedures 
 

3) Department Director or Designee 
• Request Purchasing cards for designated employee(s)  
• Request Card spending limits within established guidelines  
• Designate representatives responsible for authorizing charges and changes, 

(Designee) 
• Complete Manager Approval Sign Off on subordinates transactions in 

WORKS PAYMENT MANAGER by the 10th of the month following the 
close of the cycle 

• Collect cards from cardholders who end employment  
• Evaluate the need to cancel or reissue cards when employees transfer  
• Notify the Purchasing Card Administrator of terminated cards  
• Comply with all purchasing and procurement card policies and procedures 
• Each department will establish internal controls to review purchases  
• Directors will be held responsible for any inappropriate charges made on a 

card he/she has authorized. 
•  “Extraordinary or Emergency” purchases exceeding established limits will 

be processed through the Purchasing Department. 
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4) Purchasing Card Administrator and Purchasing Department 
(Appointed by Purchasing Director or designee) 
• Coordinate program policy issues 
• Provides initial training on use of card 
• Coordinate issuance and cancellation of cards 
• Target new cardholders and expanded use of card 
• Maintain policy and cardholder guides/manuals 
• Evaluate procurement card feedback from suppliers and from departments 
• Coordinate and maintain internal controls 
• Participate in ongoing program reviews 
• Pursue supplier discount opportunities  
• Establish and monitor benchmarking objectives  
 

5) Finance 
• Monitor charges for proper account codes and fund availability 
• Receive approved monthly payment authorizations and 

receipts from all card holders 
• Receive consolidated statements from procurement card issuer 
• Confirm that all charges are authorized by department representatives 
• Notify  Procurement Card Administrator when approved monthly payment 

authorizations are not received by the 15 of the month  
• Pay all non-disputed monthly charges from WORKS PAYMENT 

MANAGER 
• Process accounting data 
• File and store statements, receipts, etc. 
• Administer 1099 reporting 
• Monitor missing documentation and notify the Procurement Card 

Administrator 
• Notify the Purchasing Card Administrator of any violations or 

discrepancies 
 

6) Internal Auditor 
• Periodic operational and compliance audits 
• Perform semi-annual inspection of card possession by cardholders. 
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V. B.  ASSIGNMENT AND CONTROL OF THE PURCHASING CARD 
 
      1.   REQUESTS FOR AND ISSUANCE OF PURCHASING CARDS 

a. Standard Procurement cards will be issued to individual employees who 
frequently purchase goods and services in single purchase amounts of 
$2,500.00 or less. 

b. The procurement card will have the employee’s name, the City name, City 
tax-exempt number, and the expiration date embossed on the face of the card. 
The procurement card issuing company will not have individual cardholder’s 
information other than the cardholder’s work address, and work phone 
number on application. No credit records, social security numbers, etc. of the 
cardholder are maintained. 

c. All requests for new card holders, changes to current cardholders, or changes 
to authorization must be made by the Department Head or Designee by 
submitting a request in the form of an email or memo to the Procurement Card 
Administrator. 

d. When the Procurement Card Administrator receives a procurement card from 
the issuing card company, the cardholder will be required to personally take 
receipt of the card and sign the receipt form.  

 
            2.   LOST OR STOLEN PURCHASING CARDS 

a. If a procurement card is lost or stolen, the cardholder or department 
representative must immediately notify the procurement card company and 
the Procurement Card Administrator of the loss. 

b. The cardholder will be responsible for reporting all information necessary to 
reduce the liability to the City for a lost or stolen card. 

 c. Disciplinary action will be taken in the event that the Procurement Card        
Administrator or bank is not notified. 
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      3.  TERMINATION OR TRANSFER OF CARDHOLDER 

a. When an employee ends his or her employment or is transferred to another 
department, and does not require the card in new position, the Department Head 
must collect the procurement card and destroy it. The department must then 
submit the destroyed card to the Procurement Card Administrator, who will 
cancel the card. 

b. If the department is unable to collect the procurement card when an employee 
terminates, the Department Head must immediately notify the Procurement Card 
Administrator. The Procurement Card Administrator will ensure that the card is 
cancelled. 

 
V. C. CARDHOLDER USE OF PURCHASING CARD 
 

1.  CARDHOLDER USE ONLY 
The purchasing card may be used only by the employee whose name is 
embossed on the card. No other person is authorized to use the card. The 
cardholder is responsible and accountable for all transactions that occur on 
his/her card. The cardholder may be held personally responsible for 
inappropriate charges. Upon receipt of the Purchasing Card, the cardholder 
should sign the back of the card. 

 
2.  CITY PURCHASES ONLY 
 The purchasing card is to be used for City authorized purchases only. The 

purchasing card cannot be used for any personal use and any such use 
will require immediate reimbursement and may result in disciplinary 
action which may include dismissal.  

 
      3.  STANDARD SPENDING LIMITS 

a. The Procurement Card Administrator and Department Head approving the 
assignment of a purchasing card will set two limits for each cardholder: 
single purchase limit and 30-day limit. The maximum limits shall be 
$2,500 for a single purchase and $10,000.00 during the 30-day billing 
cycle.  

b. Requests for spending limit changes shall be initiated by a memo or email 
to the Purchasing Card Administrator by the Department Director. 

c. A purchase may be made of multiple items, but the invoice cannot exceed 
$2,500. Splitting charges will be considered abuse of the purchasing card 
program, for example, artificially dividing similar purchases over different 
days and times to keep the total amounts below the $2,500 limits for single 
purchases.  
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4. OTHER CONDITIONS 

a. No back ordering is allowed.  Card is not to be billed until order is 
shipped.  No deposits regardless of price or availability. 

 
5. PROHIBITED USES OF PURCHASING CARDS 

The following types of items will not be purchased with a purchasing card, 
regardless of the dollar amount: 
a. Vehicle Repairs, except during travel or charges initiated by Fleet, or any 

vehicle repair charge deemed appropriate by the Fleet Dept. Head. 
b. Cash advances; 
c. Telephone charges; except during travel, to be included in lodging 

charges, and in compliance with travel guidelines set by Finance  
d.  Any additional goods or services specifically restricted by the departments 

and this list of restricted items: 
• Airline tickets or travel costs for a City traveler’s companion, even 

if the traveler is reimbursing the City  
• Travel meals are not to be purchased on the procurement card.  Per 

Diem rates must be used in accordance with the Finance 
Department’s Travel Policy 

e. Personal items 
f. Inventory items; Electric, Water & Sewer, Fleet, & Central Stores.  
g. Items on existing contract  
 
5a. VIOLATIONS 

1. Making standard purchases that exceed $2,500. It is the responsibility 
of the ordering department to ensure all “extra” charges such as freight 
handling, set up, etc. are considered before a procurement card 
transaction is made. A Central Purchasing vendor’s willingness to 
honor a procurement card transaction exceeding $2,500.00 does not 
authorize departments to make such purchases. 

2. Purchases from vendors that create conflicts of interest. 
3. Multiple procurement card transactions to circumvent the $2,500.00 

limit. 
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4. Procurement card transactions referenced in “Prohibited Uses of 

Procurement Cards.”   
5.   Failure to complete WORKS PAYMENT MANAGER reconciliation 

& Sign Off by the 10th of the month following the close of the cycle 
6.   Failure to produce proper documentation, receipts, and invoices to 

Finance by the 15th of the month following the close of the cycle 
7.   Failure to report lost or stolen procurement card as herein stated 
8.   Repeat violations may result in loss of procurement card privileges 

 
V. D.  PROCEDURES FOR MAKING AND PAYING FOR PURCHASES 

1. GENERAL INFORMATION 
a. When using the procurement card, the department will make the purchase 

at the best possible price. 
b.  Since the procurement card purchase is initiated at the department level, 

there is no automatic encumbrance of budget funds.  
2. DOCUMENTATION OF OVER-THE-COUNTER PURCHASES 

a. When a purchase is made, the cardholder must obtain the customer’s copy 
of the charge slip in addition to the detailed invoice/receipt. The charge 
slip or related cash register slip/receipt must show in sufficient detail the 
type and number of items purchased with the unit cost. 

b. The charge slip and detailed invoice/receipt will be retained by the 
cardholder or by the department representative until forwarded to 
Accounts Payable with the payment authorization.  

c.   The City is exempt from sales tax. The cardholder must ensure that the   
vendor is aware of this.  

3. TELEPHONE ORDERS 
a. When placing a telephone order, the cardholder must confirm that the 

vendor will charge the procurement card when the item is shipped. 
Absolutely no back-orders will be allowed. 

 b. Ensure the vendor knows that the City does not pay sales tax. 
4. MISSING DOCUMENTATION 

If for some reason the cardholder does not have documentation of the 
transaction to send to Finance, the cardholder must try to obtain a copy and if 
this is not possible, a description of the purchase must be attached. The 
description will include a description of each item, the number of items 
purchased, the unit cost, the date of purchase, the vendors name, and why 
there is no supporting documentation. Continued incidents of missing 
documentation may result in the cancellation of the employee’s procurement 
card. 
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5. STATEMENT AND PAYMENT PROCEDURES 

a. The procurement card company will mail  a consolidated statement for all 
cardholders to the Finance Department. This statement of account will list 
all transactions processed during the previous 30 days. If no purchases 
were made on the procurement card during the billing cycle, no statement 
of account will be generated unless adjustments for previously billed 
transactions have been processed during that cycle. 

b.  The cardholder/Department Representative must collect all receipts for 
review and reconcile same in WORKS PAYMENT MANAGER making 
sure account numbers are appropriately allocated. After reconciling in 
WORKS the Department Representative will then notify the Department 
Head or Designee to complete the Manager Sign Off approval in WORKS 
PAYMENT MANAGER.  Once the Department Head or Designee has 
approved the transactions in WORKS, they are certifying that all charges 
are appropriate, funds are available, and payment is authorized. the 
Department Representative will then prepare a payment authorization for 
use as a cover sheet for all the receipts received for that 
department/division.  This payment authorization will itemize all charges 
and account allocations for each purchase with sub-totals for each user. 
Attach all receipts in the proper order to the cover payment authorization 
sheet.  The Department Representative will then sign the cover payment 
authorization and submit it to Finance by the 15th of the month following 
the close of the cycle. 

c.   The Finance Department will ensure that the procurement card charges are 
paid on a timely basis and that the receipts received are reconciled against 
the master statement. Department Heads will be notified when  payment 
authorizations/receipts are not received in the allotted time. Continued 
failure to meet the deadlines may result in the revocation of procurement 
cards at the discretion of the Procurement Card Administrator. 

 
6. DISPUTES 

1. If items purchased with the procurement card are defective, the cardholder 
must return the items(s) to the vendor for replacement or credit. If the 
service paid for with a procurement card is faulty, the vendor must be 
notified and asked to correct the situation or provide a credit. If the vendor 
refuses to replace or correct the faulty item or service, the purchase will be 
considered in dispute. 

2. It is essential that the time frames and documentation requirements 
established by the procurement card issuer be followed to protect the 
cardholder’s rights in dispute. 

  
  



 
65 

Central Purchasing 
Title: Visa Purchasing Card 
Effective Date: 12/12/06  Supersedes Date: 3/11/03 Procedure No.:CP-140 

 
3. The cardholder contacts the Merchant about the transaction and supplies 

the necessary information to begin the resolution process, and; only if a 
resolution can not be reached, the cardholder completes  a Dispute Form 
and faxes it to the bank explaining the reason(s) for the dispute. The 
cardholder or Dept. Representative will then place the transaction into a 
dispute status in WORKS PAYMENT MANAGER. 

4. A disputed item must be explained with a note on the receipt before it is 
forwarded to the Finance Department for payment. 

5.   If an agreement cannot be reached the following steps will be completed: 
a. After the item has been entered as a dispute, the bank must determine 

who is responsible by researching the transaction including requesting a 
copy of the sales draft when necessary. When responsibility for the 
transaction is determined, the dispute will be settled on-line. 

b.When an account is in dispute status, the disputed amount is still 
included in calculating the available money for authorization (monthly 
limit). At the time the item is placed in dispute, it is removed from all 
finance charge, late charge, overlimit fee, past due amount, and  
calculations. Finance charges which accrue from posting until the item is 
placed in dispute must be handled according to City policy. Any 
cardholder statements generated while the account is in dispute will 
display the following message: 
YOUR ACCOUNT IS IN DISPUTE FOR $XXX.XX THIS 
AMOUNT HAS NOT BEEN INCLUDED IN THE FINANCE 
CHARGE OR PAYMENT CALCULATIONS. 

c.  If the cardholder is actually responsible for the transaction, the dispute is 
settled in favor for the bank and no further actions are required. If the 
cardholder is not responsible for the transaction, the dispute is settled for 
the cardholder and the chargeback process may be initiated against the 
Merchant. 

d.  If there continues to be a problem with a particular merchant, the 
cardholder should notify the Procurement Card Administrator of the 
problems. 

 
V. E.  REVIEW OF PURCHASES BY DEPARTMENTS 
 

1. Because of their knowledge of the job responsibilities and requirements, 
department representatives are required to review each procurement card 
expenditure (item purchased, amount, and vendor) to ensure the goods or 
services were necessary, and for official use. 

 

Formatted: Bullets and Numbering
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2. When purchases are questioned, the Department Head or designated 

department representative will be responsible for resolving the issue with the 
cardholder. If the Department Head cannot be satisfied that the purchase was 
necessary and for official use, the cardholder must provide a credit voucher 
proving the item(s) were returned for credit. 

3. All misuse must be reported to the Procurement Card Administrator by the 
Department Head or Designee, or the Finance Department.  

 
V.  F.   PURCHASING DEPARTMENT USE OF CARD & SPECIAL CARD 

USAGE 
 

1. The Purchasing Director shall hold a special card with unlimited single and 
monthly  limits. 

2. The Purchasing Department shall be able to use VISA for purchases up to the 
appropriate approval level of $ 15,000. 

3.   Buyers will be able to purchase up to their authorization limit of $ 5,000 
single purchase. Anything over $5,000 will require the Director or Deputy 
Director’s approval. 

4.   The Purchasing Department will be able to utilize vendors on  existing 
government contracts or non-profit contracts using the VISA card. 

5. After the bidding process and all approvals are received, a special Project 
Card may be issued to the Department for use on special projects or the 
Purchasing Department may use their cards. Direct Material purchases will be 
completed by the Using Department. 

Formatted: Bullets and Numbering
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I.  Purpose: 

The Report of Unsatisfactory Materials and/or Services (Attached) is utilized to 
inform the Central Purchasing of any difficulties due to poor service, poor 
performance, poor quality, or materials which do not meet specification requirements. 
This form is not to be utilized as an expediting tool. 

 
II.  How to Prepare: 

A properly prepared Report of Unsatisfactory Materials and/or Services must contain 
the following information: 
1.  Purchase Order Number 
2.  Contract or Bid Number (when applicable) 
3.  Vendor name, address, and phone number 
4.  User Department/Division, Contact person, and phone number 
5.  Department/Division Head Signature 
6.  Brief explanation of exactly what the problem is, and why the product or service 

is unacceptable. 
7.  All available documentation shall be attached 

 
III. Distribution: 

The Report of Unsatisfactory Materials and/or Services shall be forwarded to Central 
Purchasing, who will forward to the vendor with a cover letter for their response. 

 
IV. Follow-Up: 

The Central Purchasing Department shall notify the User Department/Division as to 
the vendor’s response and any action taken by Central Purchasing. Central Purchasing 
may determine that a meeting should be held to resolve the problems(s). The Central 
Purchasing Department shall notify the User Department/Division of said meeting, 
and ensure that a representative of the User Department/Division is in attendance. 
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I.  General: 

This procedure shall serve as a specific guideline for protested solicitations and 
awards. 

 
II.  Procedure: 

A.  Right to Protest - After posting, any actual or prospective bidder or proposer 
who is aggrieved in connection with the pending award or other element of the 
process leading to the award of a contract may protest to the Purchasing Director 
or designee. 

 
B.  Notice - The protest shall be submitted within three (3) business days after 

posting of the award recommendation at the location where bids or proposals are 
submitted. The protest must be in writing and must identify the protester and the 
solicitation and shall include a factual summary of the basis of the protest. Such 
protest is considered filed when it is received by the Central Purchasing 
Department with the protest bond in the appropriate amount. 

 
C. Protest Bond - Any bidder who files an action protesting a bid solicitation, a bid 

rejection, or an award pursuant to this section shall post with the department, at 
the time of filing a notice of protest a bond payable to the department in the 
following amounts. 

 
(1) This written request to convene a formal protest must be accompanied by a 

protest bond of an amount equal to one (1.0) percent of the value of the 
solicitation, but in no case less than five hundred dollars ($500.00) nor greater 
than five thousand dollars ($5,000.00). This bond shall be in cash or by a U.S. 
postal service money order, certified cashier’s or bank check payable to the 
City of Ocala. Failure to post such bond within three (3) business days after 
the Purchasing Director or designee’s determination shall result in the protest 
being dismissed by the Purchasing Director or designee. 

 
(2) The bond required by this section shall be conditioned upon the payment of all 

costs and charges which may be adjudged against the person filing the request 
for a formal protest hearing. If the person protesting the award prevails, the 
bond shall be returned to the protestor; however, if, after completion of a 
formal protest hearing in which the City prevails, the bond shall be forfeited, 
and the City shall be entitled to recover the costs and charges, excluding 
attorney’s fees, of such hearing. The entire amount of the bond shall be 
forfeited if the City Manager determines that a protest was filed for frivolous 
or improper purpose, including, but not limited to, the purpose of harassing, 
causing unnecessary delay, or causing needless cost for the City or other 
parties. 
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D.  Authority to Resolve - Protests filed will be resolved under the provisions of this 
subsection. 
1.  The Purchasing Director or designee, shall have the authority to review and attempt to 

resolve the protest informally. After reviewing the facts surrounding the issues raised 
in the protest letter, the Purchasing Director or designee may make the determination 
to: 
(a) Uphold the protest based on a violation in accordance with the provisions of this 

article. Should this corrective action result in a change in the recommended 
awardee, a new award posting will be accomplished in accordance with this 
section, which posting shall again allow for filing of protests. 

(b) If the protest is denied, the protestor has the right to request that the  
 protest be referred to the City Manager for a formal Protest hearing in accordance 
with Step 2 of the protest procedures as established in herein.  
 

(c) The Purchasing Director or designee shall promptly issue a written statement of 
the determination, providing the reason for that determination, and providing 
copies to the protestor and to any other intervening party. 

 
2.  (a) If the protestor wishes to continue the protest after it has been denied by the 

Purchasing Director or designee, the protestor shall be required to request that a 
formal protest hearing before the City Manager be convened. This request shall be 
made in writing to the Purchasing Director or designee within three (3) business days 
of issuance of the Purchasing Director or designee’s determination. Such request shall 
state the particular grounds on which it is based and may include pertinent documents 
and evidence relating thereto. Any grounds not stated shall be deemed to have been 
waived by the protestor.  
 

3.  After referral by the Purchasing Director or designee, the City Manager shall hold a 
hearing within ten (10) business days of the receipt of such request. 
(a) At or prior to the protest proceeding, the protestor may submit such additional 
written or physical materials, objects, statements, affidavits, and arguments which 
he/she deems relevant to the issues raised. In the proceeding, the protestor, its 
representative, or counsel, may make an oral presentation of such evidence and 
arguments, which may include direct and cross examination of witnesses. Hearsay 
evidence shall be admissible in the proceeding, but shall not form the sole basis for 
the decision of the City Manager. At any time, the City Manager may also make 
whatever inquiries of the parties and their witnesses he or she deems pertinent to a 
determination of the protest. The judicial rules of evidence and procedure shall not 
apply; however, the City Manager shall ensure that the proceeding affords meaningful 
due process and fundamental fairness to the protester at all times. 
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 (b) At the conclusion of the parties’ evidence and arguments, the City 
Manager shall announce a decision and shall prepare a written decision and 
recommendation which shall be filed with the  City Council within fourteen 
(14) days after the hearing. The text of the decision shall find facts and make 
conclusions, which conclusions shall be deducible from the facts as found by 
the City Manager. The City Manager shall state the facts specially and 
thereafter state separately a conclusion thereto. The findings of face shall be 
stated in nonargumentative and neutral terms and shall be divided into short, 
separately numbered, declarative paragraphs or sentences each of which may 
contain only one (1) feature or point. 
(c) The City Manager’s decision shall include one of the following 
recommendations: 
1. If it is determined that the solicitation or award is in violation of law or the 

policies and procedures of the Central Purchasing Department, the City 
Manager shall recommend that the solicitation be canceled or the award be 
canceled or revised, and that the protestor’s bond be returned. 

 2. If it is determined that the solicitation or award should be upheld, the City 
Manager shall recommend that the Purchasing Director or designee shall 
be directed to proceed with the posted award in accordance with the 
policies and procedures of the Central Purchasing Department, and that 
the protestor’s bond shall be forfeited. All costs and charges of the hearing 
shall be paid to the City within five (5) business days after final action of 
the City Council upholding the City Manager’s decision      
and recommendation. Any costs and charges not fully discharged by the 
amount of the protestor’s bond shall be paid by the protestor. Failure to 
pay said costs and charges within this five (5) business day period shall 
result in the protestor being suspended from the City’s vendor list until 
such payment is made. 

 
(d) After filing, the City Manager’s decision and recommendation shall then 
be presented for action at the next regularly scheduled meeting of the City 
Council. The matter shall be resolved by the City Council on the basis of the 
record before the City Manager and no evidence or issue which was not 
presented or raised at such hearing shall be considered. Presentations to the 
City Council by parties shall be limited to thirty (30) minutes per side. The 
foregoing time limitation shall be inclusive of all speakers addressing the 
Council on behalf of each side. At the conclusion of such testimony, the 
Council shall by majority vote accept or reject the decision and 
recommendation of the City Manager. The Council may also in its sole 
discretion refer the matter back to the City Manager for additional 
proceedings. 
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(e) The determination by the Council shall be the final and conclusive 
decision by the City regarding a bid protest under this section. However, such 
determination shall in no way be construed to limit the City’s authority as 
otherwise may be provided for now or in the future by this article. Any 
aggrieved party within thirty (30) days of such determination by the Council 
may bring an action in the appellate division of the circuit court to appeal such 
decision. 

 
D. Stay of Procurement during Protests – Not withstanding anything contained 

herein to the contrary, in the event of a timely protest, the Purchasing Director or 
designee shall stay the award of the contract unless the City Manager, with the 
advice of the City Attorney and after consultation with the using department, 
makes a determination that the award of the contract without delay is necessary to 
protect substantial interests of the City government. 

 
E. Reservation of Powers by the Council - Nothing in this section is intended to 

affect the powers of the City Council to settle or resolve any protest proceeding or 
to settle actions pending before the courts relating to any protest. 
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I.  General: 

This procedure shall serve as a  guideline for the Suspension and Debarment of vendors.  
 
II. Procedure: 

A. Authority - As set out below, the Purchasing Director or designee, upon the approval of 
the City Manager, may suspend or debar for cause the right of a vendor to be included on 
the City’s vendor list and any subsequent bid or proposal during the pendency of such 
suspension or debarment from that vendor shall be rejected by the City; provided, 
however, the Council shall have the power at any time to waive, stay, or lift such 
suspension or debarment upon the application of the vendor as provided herein. 

 
B.  Suspension - A vendor may be suspended based upon the following: 
 

1.  Failure to fully comply with the conditions, specifications, or terms of a bid, proposal 
or contract with the City. 

2.  Commission of any misrepresentation in connection with a bid, quotation or proposal. 
3.  Charged by a court of competent jurisdiction with the commission of a criminal 

offense as an incident to obtaining or attempting to obtain a public or private contract 
or subcontract, or in the performance of such contract or subcontract. If charges are 
dismissed or the vendor is found not guilty, the suspensions shall be lifted 
automatically upon written notification and proof of final court disposition provided 
by the vendor to the City. 

4.  Charged by a court of competent jurisdiction with the following: 
embezzlement, theft, forgery, bribery, falsification or destruction of records, receiving 
stolen property, or any other offense indicating a lack of business integrity or business 
honesty which currently, seriously, and directly affects responsibility as a City 
government contractor. If charges are dismissed or the vendor found not guilty, the 
suspension shall be lifted automatically upon written notification and proof of final 
court disposition provided by the vendor to City. 

5.  Vendor becomes insolvent, has proceedings in bankruptcy instituted against it or, 
compounds its debts or assigns over its estate or effects for payment thereof, or has a 
receiver or trustee appointed over its property. 

6.  Commission of any act or omission to perform any act which is grounds for 
debarment. 

7.  Any other cause the Purchasing Director or designee determines to be so serious and 
compelling as to materially and adversely affect responsibility of a business as a City 
government contractor, including but not limited to suspension by another 
governmental entity for substantial cause. 

8.  Violation of the ethical standards set forth in local, state, or federal law.  
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C.  Debarment - A vendor may be debarred for the following: 
1.  Repeated failure to fully comply with the conditions, specifications, drawings, or 

terms of a bid, proposal or contract with the City. 
2.  Conviction by or judgment obtained in a court of competent jurisdiction for 

commission of those offenses in connection with the vendor’s commercial enterprise. 
If the conviction or judgment is reversed through the appellate process, the debarment 
shall be removed immediately upon written notification and proof of final court 
disposition from the vendor to the City. 

3.  Conviction for the commission of any fraud or act of collusion in connection with any 
sale, bid, quotation, proposal or other act incident to doing business with the City. 

 
D.  Purpose of Suspension and Debarment - The City shall solicit offers from, award 

contracts to, and consent to subcontracts with responsible vendors only. To effectuate this 
policy, the suspension or debarment of vendors from City work may be undertaken. The 
serious nature of suspension or debarment requires that such sanction be imposed only 
when it is in the public interest for the City’s protection, and not for purposes of 
punishment. Such suspension or debarment shall be imposed in accordance with the 
procedures contained in this section. 

 
E.  Effects of suspension and debarment - Suspended or debarred vendors are excluded 

from receiving contracts, and departments shall not solicit offers from, award contracts 
to, or consent to subcontracts with these vendors, unless the City Manager determines 
that an emergency exists justifying such action and obtains approval from the  City 
Council. Such vendors are also excluded from conducting business with the City as 
agents, representatives, subcontractors, or partners of other vendors. 

 
F.  Continuation of Current Contracts - Commencing on the effective date of this Manual, 

all proposed City contracts shall incorporate this Manual and specify that suspension or 
debarment may constitute grounds for termination of such contract. 
1.  The suspension or debarment shall take effect in accordance with the notice provided  

by the Purchasing Director or designee, except that if a department continues 
contracts or subcontracts in existence at the time the vendor was suspended or 
debarred, the suspension or debarment period shall commence upon the conclusion of 
the contract, and in the interim, the vendor shall not enter into any City contracts. 

 
2.  Departments may not renew or otherwise extend the duration of current contracts, or 

consent to subcontracts with suspended or debarred vendors, unless the City Manager 
determines that an emergency exists justifying the renewal or extension of such 
contracts, and such action is approved by the  City Council. 
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G.  Suspension or debarment procedures - The following procedures shall be used 
for the suspension or debarment of a vendor: 
1. Investigation and referral. The using department shall promptly investigate and 

prepare a written report concerning a vendor’s proposed suspension or debarment, 
which shall be forwarded to the City Manager stating with specificity the facts 
supporting such a request for the suspension or debarment. 

2.  Notice of suspension or debarment. Within five (5) days of the receipt of a 
department’s request, the City Manager, after examining such reports, may direct the 
Purchasing Director or designee to issue a preliminary notice of suspension or 
debarment for a maximum period of up to six (6) months. The Purchasing Director or 
designee shall immediately advise the subject vendor and any specifically named 
affiliates, by certified mail, return receipt requested, or personal service that: 
(a) Suspension or debarment has been imposed by the City Manager effective upon 
the receipt of such notice; 
(b) This notice contains the reasons and causes for the suspension or debarment in 
terms which are sufficient to put the vendor on meaningful notice of the conduct or 
transaction(s) upon which it is based; 
(c) If requested within twenty-one (21) calendar days after the date of the receipt of 
such notification by the vendor, a hearing to contest the City Manager’s decision will 
be conducted before a City Manager at a date and time not more than ten (10) days 
after the receipt of such request. The notice shall also advise the vendor that it may be 
represented by an attorney, may present documentary evidence, verbal testimony, and 
may cross-examine testimony presented against it; and (d) Such suspension or 
debarment action may only be stayed after petition by the vendor to the  City Council. 

3.  Finality of City Manager’s decision. The preliminary suspension or debarment notice 
of the City Manager shall become final and conclusive unless the suspended or 
debarred vendor timely requests a hearing before a City Manager to contest said 
notice.  

4.  The City Manager shall be the sole trier of fact and shall ensure that the proceeding 
affords meaningful due process and fundamental fairness to the vendor. In actions 
based upon a conviction or judgment, or in which there is no genuine dispute over 
material facts, the City Manager shall make a decision on the basis of all the 
undisputed, material information in the administrative record, including any 
undisputed, material submissions made by the vendor. Where actions are based on 
disputed evidence, the City Manager shall decide what weight to attach to evidence of 
the record, judge the credibility of witnesses, and base his or her decision on the 
preponderance of the evidence standard. The City Manager’s decision shall be made 
and shall be announced at the conclusion of the parties’ arguments and evidence. 
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5.  Hearsay evidence shall be admissible at the hearing but shall not form the sole 
basis for initiating a suspension or debarment procedure nor the sole basis of 
any determination by the City Manager of the suspension or debarment of the 
vendor. The hearing shall be recorded by use of a court reporter at the expense 
of the City. 

6.  A written decision and recommendation thereafter shall be filed within five 
(5) days with the  City Council which shall include the City Manager’s factual 
findings, conclusions of law, and shall include either a recommended specific 
term of suspension or debarment to be imposed by the Council or a 
recommended dismissal of the City Manager’s preliminary notice of 
suspension or debarment. 

6. After filing, the City Manager’s decision and recommendation shall then be 
presented for action at the next regularly scheduled meeting of the  City 
Council together with a recommendation of the City Manager relating to the 
disposition of the case. The matter shall be resolved by the Council on the 
basis of the record before the City Manager and no evidence or issue which 
was not presented or raised at such hearing shall be considered. Presentations 
to the Council by parties shall be limited to thirty (30) minutes per side. The 
foregoing time limitation shall be inclusive of all speakers addressing the 
Council on behalf of each side. At the conclusion of such testimony, the 
Council shall by majority vote accept or reject the decision and 
recommendation of the City Manager. The Council may also in its sole 
discretion refer the matter back to the City Manager for additional 
proceedings. An appeal of the decision of the Council, which is filed within 
thirty (30) days of its receipt by vendor, shall be subject to review by the 
appellate division of the circuit court. A suspended or debarred vendor also 
may seek a stay of the Council’s decision in circuit court. 

8.   The period of suspension or debarment imposed upon a vendor shall be within 
the sole discretion of the  City Council. Suspension or debarment shall be for 
a period commensurate with the seriousness of the cause(s), and, where 
applicable, within the guidelines set forth below, but in no event shall such 
period exceed five (5) years. 

9.   After imposition of such suspension or debarment, the  City Council, in its 
sole discretion, may reduce or may vacate such suspension or debarment, 
upon the vendor’s written request, for reasons such as: 
(a) Newly discovered material evidence;  
(b) Reversal of the conviction or civil judgment upon which the debarment 

was based; 
(c) Bona fide change in ownership or management; 
(d) Elimination of other causes for which the suspension or debarment was 

imposed; or 
(e) Other reasons the City Council deems appropriate. 
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10. The vendor’s written request shall contain the reasons for requesting a 
reduction in the suspension or debarment period. The City Manager, with the 
assistance of the affected department, shall have thirty (30) days from receipt 
of such request to submit a written response thereto. The decision of the City 
Council regarding a request made under this subsection is final and not 
appealable. 

 
11. Scope of suspension or debarment. The following shall be the scope of 

suspension or debarment under this section. 
(a) The fraudulent, criminal, or other seriously improper conduct of any 

officer, director, shareholder, partner, agent, employee, or other individual 
associated with a vendor may be imputed to the vendor when the conduct 
occurred in connection with the individual’s performance of duties for or 
on behalf of the vendor, or with the vendor’s knowledge, approval, or 
agreement. The vendor’s acceptance of the benefits derived from the 
conduct may be evidence of such knowledge, approval, or agreement. 

(b) The fraudulent, criminal, or other seriously improper conduct of a vendor 
may be imputed to any officer, director, shareholder, partner, employee, or 
other individual associated with the vendor who participated in, knew of, 
or had reason to know of the vendor’s conduct. 

(c) The fraudulent, criminal, or other seriously improper conduct of any 
subcontractor associated with a vendor may be imputed to the vendor 
when the conduct occurred in connection with the subcontractor’s 
performance of duties for or on behalf of the vendor, and the vendor has 
knowledge of, approved of, or agree in this conduct. The vendor’s 
acceptance of benefits derived from the conduct shall be evidence of such 
knowledge, approval, or agreement. 

(d) The fraudulent, criminal, or other seriously improper conduct of one 
vendor participating in a joint venture or similar arrangement may be 
imputed to other participating vendors if the conduct occurred for or on 
behalf of the joint venture or similar arrangement, or with the knowledge, 
approval, or agreement of these vendors. Acceptance of the benefits 
derived from the conduct may be evidence of such knowledge, approval, 
or agreement. 
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I.  GENERAL: 

A. Specifications are designed to assist the Central Purchasing Department in 
relaying requested materials and/or service requirements to the vendor for the 
purpose of obtaining fair and competitive pricing. Failure to accurately describe 
the requesting department's requirements, may result in the possible receipt of the 
wrong items. 

B. B. In considering and developing specifications, it must always be remembered 
that expenditures derived from public sources and administered by public bodies, 
can not be expected to provide for luxurious levels of quality. Therefore, the 
general policy of purchasing good standard grades of merchandise which 
represents an optimum between quality and price and provide a satisfactory level 
of service will be followed. 

C. The Central Purchasing Department is responsible for maintaining copies of all 
specifications that have been used in previous successful bids. Copies shall be 
made available upon request of the using department for preparing future requests 
for purchases. 

D.  Preparation of specifications for new products and/or services is the responsibility 
of the requesting department. The Central Purchasing Department maybe 
contacted for assistance if required. 

D. The Central Purchasing Department shall review specifications and requirements 
for all submitted Invitation to Bids and Requests for Proposals. If upon review, 
the Buyer has determined that the submitted specifications are not satisfactory, 
he/she shall notify the requesting department of recommended changes and why 
such changes are desired. At this time the Buyer may also recommend and 
schedule a pre-information meeting involving the Central Purchasing Department, 
prospective bidders, and the requesting department in order to clarify information 
regarding the specifications. 

E. Specifications should be detailed to provide a basis for full and fair competitive 
bidding upon a common standard and should be free from any restrictions which 
would have the effect of stifling competition. 

F. The Central Purchasing Department shall not arbitrarily reduce standards of quality and 
performance for the sake of increasing competition. If performance characteristics have 
been determined excessive for the job requirements involved, the Buyer will notify the 
requesting department of such and then refer the issue with his/her recommendation to 
the Purchasing Director or designee for resolution. 
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II. DEFINITION 
A.  A good specification should do four things: 

 
1. Identify minimum requirements. 
2. Allow for competition 
3. List reproducible test methods to be used in testing for compliance with 

specifications 
4.    Provide for an equitable award at the lowest possible cost. 

 
B. The following checklist is provided for insuring the above criteria are met: 
 
1. Simple as is consistent with exactness, but specific enough that a loophole 

will not allow a bidder to evade any of the provisions, thereby taking 
advantage of competitors or the purchaser. 

2. Identified, when possible, with name brand, model number or specification 
already on the market. 

3. Capable of being checked. It should describe the method of inspection which 
will govern acceptance or rejection. 

4. Reasonable in the tolerances. Unnecessary precision is expensive. 
5. Capable of being met by several vendors if possible. 
6. Clear and understandable to both the vendor and purchaser. 
7. Flexibility can be maintain with minimum technical or performance 

specifications. 
8. Legible and concise. 
9. Avoid non-essential quality restrictions that add to cost and difficulty of 

procurement without adding to utility and value. 
 

C. All specifications shall be drafted as so to promote overall economy for the  
purposes intended and encourage competition in satisfying the City's needs, and 
shall not be unduly restrictive. The policy stated in this section applies to all 
specifications including but not limited to, those prepared for the City by 
architects, engineers, designers, and draftsmen. 

D. Standards assistance is available from many sources, including the Central 
Purchasing Department. Others include: 
1. The State of Florida 
2. GSA (the purchasing arm of the USA) 
3. American National Standards Institute, Inc. (ANSI) 
4. ASTM 
5. Underwriter's Laboratories 
6. Department of Transportation 
7. Florida Sheriffs Association 

Formatted: Bullets and Numbering
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III. BRAND NAME OR EQUAL SPECIFICATION 

A. Brand Name or Equal specifications may be used when the Buyer determines that: 
 
1. No other design or performance specifications or qualified products list is 

available. 
 

2. Time does not permit the preparation of another form of purchase description, 
not including a brand name specification. 
 

3. The nature of the product or the nature of the City's requirements makes use 
of a brand name or equal specification suitable for the procurement. 
 

B.  Designation of Several Brand Names - Brand name or equal specifications shall 
seek to designate three (3), or as many different brands as are practicable, as "or 
equal" references and shall further state that substantially equivalent products to 
those designated will be considered for award. An exception to this process, is the 
purchase of inventory items where a standards committee has been established 
and a standards manual, listing acceptable brands and model numbers is in place. 

 
C. Required Characteristics - Unless the Buyer determines that the essential 

characteristics of the brand names included in the specification are commonly 
known in the industry or trade, brand name or equal specifications shall include a 
description of the particular design, functional, or performance characteristics 
which are required. 

 
D.  Nonrestrictive Use of Brand Name or Equal Specifications - Where a brand name 

or equal specification is used in a solicitation, the solicitation shall contain 
explanatory language that the use of brand name is for the purpose of describing 
the standard of quality, performance, and characteristics desired and is not 
intended to limit or restrict competition. An exception to this process is in the 
procurement of inventory items where a standards manual has been established 
listing all acceptable brands and part numbers. 
 

Formatted: Bullets and Numbering
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EXAMPLE OF TECHNICAL SPECIFICATIONS: 
TURF SPRAYER/TRAILER MOUNTED 
 

PUMP: 1. Positive displacement piston diaphragm spray pump designed to handle 
all normal spray chemicals including wettable powered types. 

2. Max. GPM - 14.0, Max. PSI - 500 
 
TANK: 1 . 300 gallon capacity. 

 2. Tank lid shall be constructed of chemical resistant non-corrosive 
fiberglass. 

 3. Lid shall be hinged to tank. 
 4. Lid latch shall be a can lock lid latch to assure maximum sealing of lid 

gasket to prevent chemical spillage. 
 5. Tank shall have mechanical agitation with stainless steel shaft and paddles. 
 6. Tank shall be equipped with an externally mounted liquid level sight tube. 

 
ENGINE: Eight (8) hp Kohler cast iron gasoline engine with electric start. 
 
TRAILER FRAME: Constructed from high strength formed steel with full length 
saddle supporting bottom of fiberglass tank. 
 
RUNNING GEAR: Draw bar with crank case and axle assembly with high flotation 
tires. Tire size - 1 1 L x 15 
 
SPRAY BOOM: 21' stainless steel spray boom with no drip nozzles. (Boom shall be 
chain supported when extended.) 
 
HOSE REEL: Rear mounted electric hose reel equipped with 100' of 1/2" hose and 
green guard JD9-C pistol grip spray gun. 
 
SUCTION LINE & TANK DRAIN ASSEMBLY:  

 
1. Suction lines shall have brass gate valves. 
2. Large capacity line strainers and tank drain plugs shall be located at the   

front of the sprayer inside the frame area. 
 
GAUGES: Unit shall be equipped with one (1) glycerin filled pressure gauge. 
 
SPRAY CONTROL VALVE:  
Spray control valve for boom shall be mounted on the right side of tank frame. 
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I.  DEFINITIONS 

Bonds are assurance that the vendor will perform accordingly, as specified in the bid 
or contract. 
Bid security, in the form of a bid bond or cashier's check ensures the bidder will 
enter into a contract and provide the required insurance and Performance and 
Payment Bonds within specified period of time. 
A Performance Bond is a contract of guarantee, executed subsequent to award by a 
successful bidder, to protect the City from loss due to the bidder's inability to 
complete the contract as agreed. 
A Payment Bond assures the payment of sub-contractors and materials suppliers. 
 

II. MONETARY VALUE: 
A.  Payment and Performance Bonds: Each must be in the amount of at least one 

hundred percent (100%) of the contract price. If the contract price changes more 
than twenty-five percent (25%) during the duration of contract, bidder should 
furnish proof that payment and Performance bonds have been so adjusted upward. 
Bid Surety: is usually required in an amount of five or ten per cent (5% - 10%) of 
bidder's proposed total price. 
 

III. WHEN USED: 
 Occasionally, and always in the case of construction contracts exceeding 
$100,000.00 payment and performance bonds should be required. Bonds may be 
desirable if the vendor is unknown; no prior experience with City or their financial 
statement indicates the contractor does not have adequate financial resources. 
 

IV. INSURANCE: 
In construction and other contracts, insurance protecting the City against liability, 
property damage and contractual risks are essential. While it is acknowledged that 
such requirements do add to the initial costs of any project, the risks involved (injury, 
fire, theft, vandalism. loss of life) far outweigh those costs. 
Workers Compensation, property damage, liability, and automotive property damage 
& liability are required as recommended by the Risk Management Department. 
Additional coverages may be required, depending upon the nature of the project. 
 

V.  WHEN DETERMINED: 
The City must determine, prior to issuance of the Invitation to Bid or Request for 
Proposal, which projects or materials (communications equipment, for instance) 
should have the extra protection of bonds and insurance (and amount and type 
thereof); no matter how reputable the awarded vendor may be. The Central 
Purchasing Department will assist the Risk Management Department and the user 
department/division in determination of when such requirements are needed. 
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I.  Purpose: 

To regulate the disposal of obsolete or excess tangible personal property in 
accordance with Florida Statute 274.05. 
 

II.  General: 
All personal property that is obsolete, excess, or no longer needed or used by the 
owning department/division, to include vehicles, equipment, desks, chairs, tables, 
office equipment, etc., are to be reported to the Central Purchasing for disposition 
either by transfer, scrap, or sale. 
 

III. Responsibility: 
It is the responsibility of each department to notify the Central Purchasing 
Department when any equipment (tangible personal property) is surplus to that 
department’s needs. 
 
It is the responsibility of the Central Purchasing Department to dispose of the 
personal property in any of the prescribed, accepted procedures listed herein and in 
accordance with Florida Statute 274.05. 
 

IV. Procedure: 
 

A. Surplus of Capital Outlay Items 
 
1.  Complete a Surplus Property form and red tag. The tag must have a full 

description of the item. (i.e. Calculator, Adler-Royal model no. 1020PD. Do 
not just write-calculator) 

2.  Attach the red tag to the item and bring to the Central Purchasing Warehouse 
with the completed Surplus Property form. The Surplus Property form must be 
signed by an authorized custodian of the department. 
 

 3. Warehouse personnel will physically receive the property and initial receipt on   
the Surplus Property form and will indicate the condition and disposal status. 

        
 4. The form is then forwarded to authorized Central Purchasing personnel who 

will sign the Surplus Property form. The original Surplus Property form is 
filed and copies are distributed to Finance and the disposing department. 
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C. Surplus of Non-Capital Outlay Items: 
1.  Non-capital outlay items such as obsolete or excess supplies shall be 

cataloged and listed on the Non-Capital Surplus form. Items should be sorted 
and boxed together with like items. All items or boxes shall tagged listed on 
the Surplus form. 

 
1. The requesting department shall bring the tagged items and Non-capital 

surplus form, listing the submitted items or supplies to the Central Purchasing 
Warehouse. If there are a  large quantity of surplus supplies to be disposed of, 
please call the Inventory Manager prior to delivery to arrange for unloading, 
inspection, and receipt of  supplies. 

 
3. Warehouse personnel will inspect and receive the tagged surplus supplies and 

will verify that all items submitted are listed and will initial the surplus form 
and forward to the Inventory Clerical Specialist 

 
 4. The Inventory Records Specialist will input the information into the automated  

system and return a completed copy to the requesting department and  file the  
original.  

 
D.  Scrap Metals Disposal 

  
1. Generating departments shall turn in all scrap metals to the Central Purchasing  

Warehouse. Scrap wire  and other scrap metal materials shall be separated and  
placed in the proper area or container. 

2. Scrap metals will be collected until a sufficient  amount has been accumulated  
before contacting the contracted scrap metal vendor for pick-up. 

3. Scrap metals are sold to the highest most responsible  and responsive bidder 
on an annual contract basis with prices tied into metals index. 

4. Sale weights are taken on City owned scales located at the Central Warehouse 
and prices are paid in accordance with the bid price and the corresponding 
metals market index. 

 
The contracted Scrap Metal vendor will provide a certified check for each pick 
up. 
 

G. Disposal Methods 
1.  The Central Purchasing Department has the responsibility of classifying and 

choosing the proper method for disposal of surplus materials. 
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2. The disposal options available for Central Purchasing are: 
 
a. Make available to other departments and other governmental entities. 
b. Sealed bid with award to the highest responsible and responsive  bidder. 
c. Through an onsite public auction or through a public auction clearinghouse. 
  

V.  Transfer of Surplus Property to other Departments 
 
A. Transfer of Surplus Property 

 
1. When transferring surplus property, the original custodian of the property 

shall initiate and complete a Surplus Property form indicating the purpose as a 
transfer of property. The transfer form must be signed by both the transferring 
department and receiving department. 

2. The completed Surplus Property form is then sent to the Inventory Records 
Specialist for file and distribution to Finance. 
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I. Definitions:  

For the purpose of this section, the following terms have the meetings indicated: 
 
A. Design-build firm: a partnership, corporation, or other legal entity which: 
 

1. Is certified under Section 489.119, Florida Statutes, to engage in 
contracting through a certified or registered  general contractor or building 
contractor as the qualifying Agent: and 

2. Is certified under Section 471.023, Florida Statutes, to practice or to offer 
to practice engineering services; certified under Section 481.219, Florida 
Statutes, to practice or to offer to practice architecture services; or 
certified under Section 481.319, Florida Statutes, to practice or to offer to 
practice landscape architecture. 

B. Design-build contract: a single contract with a design-build firm for the design 
and construction of a public construction project. 

C. Design Criteria Package: concise performance-oriented drawings and/or 
specifications of the public construction project. The purpose of the design criteria 
package is to furnish sufficient information so as to permit design-build firms to 
prepare a bid or response to a request for proposal, or to permit the City to enter 
into a negotiated design-build contract. The design criteria package shall specify 
such performance-based criteria for the public construction project, including, but 
not limited to, the legal description of the site, survey information concerning the 
site, interior space requirements, material quality standards, schematic layouts and 
conceptual design criteria of the project, cost or budget estimates, design and 
construction schedules, site development requirements, provisions for utilities, 
storm water retention and disposal, and parking requirements, as may be 
applicable to the project. 

D. Design Build Construction Manager: a firm who holds a current certificate of 
registration under Chapter 481, Florida Statutes as a registered engineer under 
Chapter 471, Florida Statutes to practice engineering and who is employed by or 
under contract to the City for providing professional architect services, landscape 
architectural, or engineering services in connection with the preparation of the 
design criteria package. 

E. City: the City and any of its departments that desire to or must adhere to the 
provisions of this chapter. 

 
II.  Authority: 

The City Manager is authorized to determine that a City project shall be constructed 
under a Design/Build contract and shall authorize the preparation of a Design/Build 
Criteria Package. 
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II.  Design Build Evaluation Committee: 

A Design-Build Evaluation Committee is established to review and approve the rules 
and procedures promulgated by the Purchasing Department pursuant to this section, 
to review design-build proposals, to determine the best qualified design-build firms 
for specific projects, to receive and analyze bids for design-build projects, and to 
recommend to the Awards Committee the award of design-build contracts. The 
Design-Build Evaluation Committee may be composed of the following individuals, 
or their designees: 
1. For each Design/Build project there shall be a Design Build Evaluation 

Committee composed of the following persons: 
a. City Manager, or designee 
b.  A representative of the user department for which the project will be 

constructed. 
c.  Other person(s) appointed by the City Manager 
d.  The Design/Build Construction Manager may assist the Selection Committee 

as a Technical Advisor. 
e.  Finance Director 
Operational and administrative support for the Design-Build Evaluation 
Committee shall be provided by the Purchasing Director or designee. 

2.  The Design Build Evaluation Committee shall serve in an advisory capacity to the 
City Manager and City Council through completion of the Design/Build project. 
 

3.  The Design Build Evaluation Committee shall interview and recommend the 
Design/Build Construction Manager and the Design/Build firm. 

 
III. Design/Build Criteria Package: 
 

1.  All Design/Build projects require a Design/Build Criteria Package to define the 
project parameters which are to be used to assist the Design Build Evaluation 
Committee in evaluating the proposals. The Design/Build Criteria Package 
consists of performance oriented drawings or specifications, or both, of the 
project. 

2.  The Design/Build Criteria Package shall be prepared and sealed by a 
Design/Build Construction Manager employed by or retained by the City. 
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IV. Design/Build Construction Manager: 

1.  Acceptable entities who may act as the Design/Build Construction Manager 
include, but are not limited to: 
a.  Florida licensed professional engineers and architects employed by the City. 
b.  A Florida licensed engineering or architectural firm providing management 

services to the City. 
c.  Engineering and architectural firms selected by the City pursuant to Section 

287.055, Florida Statutes, to be the Design/Build Construction Manager and 
licensed to practice in the State of Florida. 

 
2. A Design/Build Construction Manager who has been selected to prepare the   

Design/Build Criteria Package shall not be eligible to render services under a 
Design/Build contract executed in accordance with the Design/Build Criteria 
Package. 

 
3.  The City Manager or designee shall consult with the Design/Build Construction 

Manager concerning its duties which include, but are not limited to: 
 
a.  Assist and advise the Design Build Evaluation Committee in the preparation 

of the Design/Build Criteria Package and the minimum information to be 
requested for Design/Build firms Qualification Statements. 

 
b.  Assist and advise in the evaluation of the responses or bids submitted by the 

Design/Build firms. 
 

c.  Assist and advise in the approval by the City of the detailed working drawings 
and/or specifications of the project. 

 
d.  Evaluation of the compliance of the project construction with the 

Design/Build Criteria Package. 
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V.  Selection of Design/Build Construction Manager: 

1.  Except in public emergency projects, the Design/Build Construction Manager 
shall be selected in accordance with the requirements of Chapter 287, Florida 
Statutes. 

 
2.  The Design/Build Criteria Professional shall be selected with special 

consideration for  specific experience and ability relating to the type of project 
required by the City. The Design Build Evaluation Committee shall also consider 
such factors as the Design/Build Construction Manager's: 
a.   Professional personnel qualifications 

 
b.  Past performance in the preparation and evaluation of Design/Build Criteria 

Packages and resultant submittals, including benefits in using this method of 
project delivery. 

 
c.   Ability to meet time and budget requirements 

 
d.  Office location and ability to respond to the City’s needs 

 
e.  Recent, current, and projected workloads 

 
f.  The volume of work previously awarded to each qualified Design/Build 

Construction Manager by the City, with the object of effecting an equitable 
distribution of contracts among qualified Design/Build Construction 
Managers, provided the distribution does not violate the principle of selection 
of the most highly qualified Design/Build Construction Manager; and 
 

g.  Other factors appropriate to the specific project. 
 

3.  A Design/Build Construction Manager who has been selected to render services 
in connection with a specific Design/Build Criteria Package shall not be eligible 
to render services under the Design/Build contract. 
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VI. Selection of Design/Build Firm: 

1.  Except in emergency circumstances, the Purchasing Director or designee shall publish in 
a newspaper of general circulation, and/or an internet bid notification service, a public 
announcement providing a general description of the Design/Build project. The public 
announcement shall include a brief statement of the qualifications for the Design/Build 
firm and request Qualifications Statements. 

 
2.  The Design Build Evaluation Committee, with the assistance and advise of the 

Design/Build Construction Manager, shall establish the qualifications required for the 
Design/Build firm, and solicit Qualifications Statements under the public announcement. 
The qualifications required may include the following factors: 

 
a. Prior work experience and performance, with previous Design/Build experience of 

the submitting firm’s team working together as a team, considered a primary factor; 
 

b.  The proposed key personnel to be engaged in the Design/Build project; 
 

c.  Proof of compliance with all certification and license requirements; 
 

d.  The financial capacity of the firm; and 
 

e.  Other factors appropriate to the specific project. 
 

3. The Design Build Evaluation Committee shall evaluate the Qualification Statements and 
establish a short list of at least three (3) qualified Design/Build firms to whom a Request 
for Proposal (RFP) shall be issued. The Design Build Evaluation Committee shall require 
preparation of the Request for Proposals which shall include: 
 
a.  The technical proposal (proposed design), with a preliminary CPM project schedule, 

and price proposal shall be submitted in separate sealed envelopes. After shortlisting, 
the proposed design and price shall be reviewed at the discretion of the Design Build 
Evaluation Committee. 

 
b.  The selection procedure for evaluating the Request for Proposals may include, but is 

not limited to; shortlisting, oral presentations by Design/Build firms, review of the 
Request for Proposals, a scoring or judgemental ranking process established by the 
Design Build Evaluation Committee, and value analysis of the price proposals. 
 

c.  The Design Build Evaluation Committee may consider recommendations of the 
Design/Build Construction Manager in the evaluation of Request for Proposals to 
assure compliance with the Design/Build Criteria Package. 
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d.  The selection criteria for evaluating Request for Proposals may include: 
 
(1) The ability, capacity, and skills of the firm to perform the contract or 

provide the service required. 
 

(2) Whether the firm can perform the contract or provide the service 
promptly, or within the time specified, without delay or interference. 
 

(3)  The character, integrity, reputation, judgment, experience, and efficiency 
of the firm. 
 

(4) The quality of performance of previous contracts or services. 
 

(5) The previous and existing compliance by the firm with laws and Manuals 
relating to the contract or services. 
 

(6) The sufficiency of the financial resources and ability of the firm to 
perform the contract or provide the service. 
 

(7) The quality, availability, and adaptability of the supplies or contractual 
services to the particular use required. 
 

(8) The ability of the firm to provide future maintenance and services. 
 

(9) The number and scope of non-conforming conditions attached to the 
proposal. 

 
4. The Design Build Evaluation Committee shall review the Request for Proposals and 
recommend the three (3) most qualified Design/Build firms to the City Council or  
City Manager, as appropriate, who shall award the Design/Build contract. 
 
VIII. Construction and Supervision: 

After award of the contract to a Design/Build firm, the City Manager may direct that 
the Design/Build Construction Manager to evaluate compliance with the 
Design/Build Criteria Package during construction of the project. 
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IX. Public Emergency Projects: 

1.  Regulatory or legal mandates In the case of regulatory or legal mandates, the 
committee shall be authorized to negotiate with the best qualified firm available at 
the time. 

2.  In the event of a public emergency presenting a threat to public health, safety, or 
welfare, or a threat of other substantial loss to the City, the City Manager is 
authorized to direct negotiations with the best Design/Build firm available at the 
time, and award a Design/Build contract. 

3.  After the City Manager declares an emergency, the City Manager or a City 
Manager appointed negotiations team shall negotiate a contract for Design/Build 
services for the project at a price determined to be fair and competitive, subject to 
the requirements of the existing emergency. In making the determination, the City 
Manager or the appointed negotiations team shall give full consideration to the 
scope and complexity of the project, and the requirements of the existing 
emergency. 
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I.  Purpose 

To establish the structure and content of contracts. 
 

II.  Scope 
Applies to all contract procurements. 

 
III. Procedure 

The provisions of this Manual shall apply to every purchase by City Departments 
using City funds, including state and federal assistance monies, except as otherwise 
specified by law. Many expenditures of City funds will require the issuance of a 
Purchase Order  and are subject to the competitive requirements of this Manual with 
the exception of the following: 
 
1.  Agreements between the City Council and non-profit organizations or other 

governments including the transfer, sale or exchange of goods and/or services. 
2.  Goods and/or services by grant, gift or bequest. Note if federal grant, appropriate 

federal procurement regulations apply.  
4.  Claim vouchers. 
5.  Payroll and payroll related deductions 

 
IV. Contract Types 

All contracts shall be reviewed by the City Attorney’s Office. The Central Purchasing 
Department utilizes various Standard Contract forms, including but not limited to 
Construction, Consulting, Design & Build, Equipment and Services type contracts. 
Any terms and conditions not covered by the Purchase Order, are included in the 
contract or incorporated from the solicitation documents. Listed below are several 
contract types and their primary elements, used in the procurement process: 
 
A. Construction 

- The Statement of Intent 
- Specifications 
- Drawings and Schedule 
- City to Provide 
- Insurance 
- Terms 
- Warranty 
- Responsibility 
- Permits 
- Licenses 
- Inspections 
- Subcontractors 
- Performance Bonds 
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B. Lease Agreement for Property 

- Leasee and Leasor Identification 
- Description of Property 
- Location of Property 
- Lease Payment 
- Terms 
- Lease or Warranty 

 
C. Lease Agreement for Equipment 

- Description of Equipment 
- Terms of Lease Payments 
- Purchase or Option Renewal 
- Delivery, Maintenance and other Special Charges 
- Conditions or Restrictions on Use 

 
D. On-Call Service 

- Identification and Location of Equipment to be Serviced 
- Period of Service 
- Movement or Modification of Equipment 
- Responsibility of Supplier 
- Service Charges 
- Notice and Response to Notice 

 
E. Professional Services 

- Party’s Identification 
- Services to be Rendered 
- Inventions 
- Proprietary Information 
- Consultant’s Representation 
- Period of Agreement 

 
F. Subcontract 

- Scope of Work 
- Period of Performance 
- Estimated Cost and Expenditure Limitation 
- Allowable Cost and Payment 
- Budget 
- Technical Reports 
- Project Manager 
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IV. Checklist Guidelines for the Preparation of Contracts 

NOTE: The Central Purchasing Department utilizes the uniform contract clauses for 
solicitations and contract formation. Listed below, are questions that are typically 
asked during the procurement cycle and contract formation: 

 
A. The Necessity for a Contract and its Completeness 

1.  Is it necessary to have a contract? 
    a) Does it lower our cost? 
    b) Does it reduce our inventory? 
    c) Does it assure us of delivery in case of shortages? 
    d) Is it with the manufacturer or the distributor? 
    e) What are the disadvantages of not having a contract? 

2.  Have negotiations been completed? 
3.  Are the essential elements of the contract settled? 
4.  Is there a chance of vagueness or ambiguity in terms or language of the 

contract? 
5.  Are the contracting parties, their agents or representatives competent and 

authorized to bind the company? 
 

B. Description of Goods and Services 
1.   the material, equipment or service clearly described in writing in the: 

    a) Blueprints 
    b) Specifications 
    c) Purchase order 

 d) Other written memorandum 
2. Are the specifications complete? 
3. Is the quantity clearly defined? 
4. Are there any limitations on quantity per period of time? 
5. Will the supplier furnish drawings? If so, are such drawings subject to buyer’s 

approval? 
6. Will the supplier install equipment? If so, is the charge satisfactory? 
7. What services will the supplier furnish, such as training in usage and 

maintenance of equipment, instruction manuals, parts manuals, etc.? 
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C.  Price and Payment Terms 
1. What is the initial purchase price? 
2.  Is the price definite? If not, is the method for ascertaining the price clear? 
3.  Is the price subject to adjustment? 
    a) Does price adjustment work both ways? 
    b) Is adjustment limited to change in price? 
    c) Is the date of price basis stated? 
    d) What is the length of time for advance notification of price adjustment? 
    e) Is there an escape clause on price increases? 
    f) Is there an escape clause when a supplier’s competitor quotes lower prices 

and the present supplier is unable to meet them? 
4.  Is the payment schedule satisfactory? 
5.  Are the cash terms satisfactory? 
6.  Does the contract lend itself to price/cost analysis? 

D.  Packaging, Delivery and Insurance Factors 
1.  Is the delivery schedule satisfactory? 
2.  Are the “times for delivery” terms definite? (Does “reasonable time,” in 

particular circumstances, have a certain meaning according to prior dealings 
or practices between the Buyer and Seller?) 

3.  Is the mode of delivery satisfactory? 
4.  Is the packaging satisfactory? 
5.  Who bears the risk of loss if it occurs before delivery to the Buyer? 

E.  Time and Termination Factors 
1.  What period of times does the contract cover? (one, two, three years?) 
2.  Are the provisions for termination by either party clearly stated and 

satisfactory? 
3.  Are there clauses pertaining to thirty-, sixty-, ninety-day advance notice, prior 

to termination date, that the contract will not be renewed? (If not, are we 
subjected to automatic renewal for a specified period of time? If so, these 
should be avoided.)  

F.  Performance Guarantees and Warranties of Quality 
1.  Would it be advisable to insert a liquidated damages clause? 
2.  Would it be advisable to ask for a performance bond? 
3.  Would it be advisable to get a Dunn and Bradstreet report on the supplier? 
4.  Is the Buyer protected against negligence of the supplier’s employees? 
5.  Is the supplier’s insurance protection adequate? (Will he furnish a  Certificate 

of Insurance?) 
7.  Does the supplier guarantee performance? 
8.  Does the supplier guarantee quality? 
9.  Does the supplier guarantee the equipment for at least one year from start-up 

date against defects of design, materials, workmanship, etc.? 
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10. Are inspection, test and engineering requirements fully understood by both 
parties? 

11. Is there an express written warranty by the Seller that the goods will conform 
to the description, promise, model or sample? 

12. Are there any provisions for cancellations or cure if the goods do not meet the     
specifications? 

13. Does the written contract contain clauses by the Seller limiting or modifying 
Seller’s  

      warranties? 
14. Does the contract provide for a percentage of rejection, or for tolerances or 

variances? 
G.  Legal Requirements 

1.  Does the contract meet all legal requirements? 
a) Federal, state or local laws. 
b) Ethical and/or business standards of practice. 
c) ICC regulations. 
d) FTC regulations. 

2.  Does the patent protection appear adequate? 



 
97 

Central Purchasing 
Title: Code of Ethics 
Effective Date: 11/01/01  Supersedes Date:  Procedure No: CP-220 
 
I.  Scope 

The City of Ocala, Central Purchasing Department believes that the conduct of every 
employee in a purchasing position or who has some level of  purchasing authority 
should be governed by the following code of ethical principles: 

II.  Principles 
A. Seek or accept such position only when in full accord with the professional 

principles applicable thereto, and when confident of possessing the qualifications 
to serve to the advantage of the City. 
 

B. Believe in the dignity and worth of the services rendered by the organization and 
the social responsibilities assumed as a public servant. 
 

C. Be governed by the highest ideals of honor and integrity in all public and personal 
relationships  in order to merit the respect and inspire the confidence of the 
organization and the public being served. 
 

D. Believe that personal aggrandizement or personal profit obtained through misuse 
of public or personal relationships, is dishonest and not tolerable. 
 

E. Identifies and eliminates participation of any individual in operational situations 
where a conflict of interest may be involved. 

 
F. Believe that the employees of Central Purchasing and anyone else associated with 

obligating public funds, should at no time, or under any circumstances, accept 
directly or indirectly gifts, gratuities, or other things of value from suppliers, 
service providers, or any other company doing business with the City, or 
potentially doing business with the City. 
 

G. Keep the City departments informed, through appropriate channels, on problems 
and progress of applicable operations, but personally remains in the background 
by emphasizing the importance of the facts. 
 

H. Resist encroachment on control of personnel in order to preserve integrity as a 
professional manager. Handle all personnel matters on a merit basis. Political, 
religious, racial, gender, and age considerations carry no weight in personnel 
administration. 
 

I. Seek or dispense no personal favors. Handle each administrative problem 
objectively and empathetically without discrimination on the basis of principles 
and justice; and 

J. Subscribe to and support the professional aims and objectives of the City 
Purchasing Manual. 
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I.  Standards of Conduct 
 

A. No City employee shall bid for, enter into, or be in any manner interested in any 
contract for City purchases, nor shall employees seek to influence the purchase of 
a product or service from any offeree, except this restriction shall not be construed 
to restrict persons from evaluating and approving the quality and value of the 
product to be purchased or services to be rendered where the person's scope of 
employment contemplates advice and counsel with respect to the purchase. 

B. No City employee shall receive any gift, gain from employment or benefit of any 
nature from prospective bidders. The avoidance of actual or apparent conflicts of 
interests, is a prime requisite  to the efficient and sound operation of government 
and maintenance of the public trust. Conflicts result in public discredit and 
justifiable criticism and shall be avoided at all costs.  

C. It shall be unethical for any employee or former employee knowingly to use 
confidential information for actual or anticipated personal gain, or for the actual 
or personal gain of any other person. 

D. The preparation of specifications for technical equipment, plans, or designs, is the 
responsibility of the requesting departments. However, the Central Purchasing 
Department and appropriate Standardization Committees shall provide assistance, 
when requested or needed. No specification shall be changed or modified by the 
Central Purchasing Department without coordination with the requesting 
department or approval by the appropriate Standardization and Specification 
Committee. 

E. Cooperation and understanding between departments are essential in the effective 
operation of the Central Services Department. Close liaison must be established 
between departments and Central Purchasing in order to maintain an efficient and 
economical procurement system. 

F. It shall be unethical for any City employee to participate directly or indirectly in a 
procurement contract when the City employee knows that: 

 
1. An employee or any member of the employee's immediate family has a 

financial interest pertaining to the procurement contract; or 
2. Any other person, business, or organization with whom the City employee or 

any member of the employee's immediate family is negotiating or has an 
arrangement concerning prospective employment is involved in the 
procurement contract. 

3. A City employee or any member of the City employee's immediate family 
who holds a financial interest in a disclosed blind trust shall not be deemed to 
have a conflict of interest with regard to matters pertaining to that financial 
interest. 



 
99 

Central Purchasing 
Title: Standards of Conduct 
Effective Date: 11/01/01  Supersedes Date:  Procedure No: CP-220 
 
II.  Sanctions 
 

A. Employees: The City Manager may impose any one or more of the following 
sanctions on a City employee for violations of the ethical standards in this article: 
1. Written or oral warnings or reprimands 
2. Suspension with or without pay for specified periods of time or; 
3. Termination of employment 

 
B. Non-employees: The City Manager may impose any one or more of the following 

sanctions on a non-employee for violations of the ethical standards: 
1. Written warnings. 
2. Termination of contracts; or 
3. Debarment or suspension 

 
III. Recovery of Value Transferred or in Breach of Ethical Standards 

 
A. The value of anything transferred or received in a breach of the ethical standards 

of this procedure by a City employee or a non-employee, may be recovered from 
both the City Employee and non-employee. 
 

B. Recovery of Kickbacks: Upon showing that a subcontractor made a kickback to a 
prime contractor or a higher tier subcontractor in connection with the award of a 
subcontract or order thereunder, it shall be conclusively presumed that the amount 
thereof was included in the price of the subcontract or order and ultimately borne 
by the City and will be recoverable hereunder from the recipient. In addition, that 
amount may also be recovered from the subcontractor making such kickbacks. 
Recovery from one offending party shall not preclude recovery from other 
offending parties. 

 
IV. Relations with Vendors 
 

A. During interviews with salespersons, no one may commit themselves on 
preference for any product or service or give any information regarding 
performance or price which might in any way give one vendor an advantage over 
another vendor or embarrass the City. 
 

B. All formal correspondence with suppliers will be through the Central Purchasing 
Department, except in special cases where technical details involved make it 
advisable to delegate authority to others. In such cases, the Central Purchasing 
shall be provided an information copy of all correspondence. 
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C. It is essential to develop and maintain goodwill between the City and its suppliers. 
The reputation of the City can be promoted by the following rules: 
1. Give all salespeople a full, fair, prompt, and courteous hearing. 

 
2. Keep competition open and fair. 

 
3. Keep specifications fair and clear. 

 
4. Cooperate with the vendor and consider their difficulties 

 
5. Have consistent buying policies and principles. 

 
6. Observe strict truthfulness in all transactions and in correspondence 

 
7. Respect the confidence of the salespeople or their company as to confidential 

information. 
 

8. Keep free from obligation to any vendor. 
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PURCHASES IN THE EVENT OF A DECLARED EMERGENCY 
I.  PURPOSE: 

To provide guidelines for emergency purchasing operations and record keeping 
procedures in the event a major hurricane or other natural disaster strikes the City of 
Ocala. Following these guidelines will help ensure that purchasing operations 
continue in the face of such a disaster and emergency supplies are procured as quickly 
as possible. 

II. BACKGROUND: 
In the aftermath of a major hurricane or other natural disaster. This manual provides 
for the establishment of an emergency purchasing operations team that has 
communications capabilities and access to vendors whose businesses have not been 
affected by the hurricane or other natural disaster, allowing procurement of needed 
goods and services. 

III. POLICY: 
In the event of a major hurricane or other natural disaster, to ensure a continuation of 
Purchasing capability, some of the Purchasing staff may be relocated to the EOC 
operations center. If required, the team will be provided work space and staff at the 
Emergency Operations Center. 
Records and reports are required to support requests for reimbursement of City of 
Ocala public funds expended as a direct result of a disaster. It is therefore imperative 
that the practices outlined in this manual be implemented locally to ensure accurate 
record keeping in the aftermath of a natural disaster. Hereafter, all natural disasters 
will be referred to as "hurricane" since this is the natural disaster most likely to occur 
in the state of Florida. 

PROCEDURES: 
I.  Overview of EOC Operations 

A. The Emergency Operations Center will be coordinating all emergency 
operations out of the EOC. As soon as a hurricane passes, the focus will be to 
document the extent of the damage, provide an estimate of what is needed to 
repair the damage, and coordinate repair efforts. 

B.  Following the declaration of an emergency or disaster area, Federal Disaster 
Assistance will be made available to the City of Ocala. The Federal 
Emergency Management Agency (FEMA) is the Federal Agency charged 
with the responsibility of administering all Federal disaster assistance to State 
and local governments. 

C. Under Local Emergencies, political subdivisions are given the authority to 
waive certain procedures and formalities otherwise required of them. During 
the declared emergency period, many normal purchasing procedures and 
requirements may be suspended in accordance with this provision. This will 
allow certain City Department personnel to procure commodities and services 
vital to the protection of City of Ocala and its citizens. 



 
102 

Central Purchasing 
Title: Declaration of State of General Emergency 
Effective Date: 11/01/01  Supersedes Date:  Procedure No: CP-230 
 
II.  Purchasing Operations Prior to Arrival of Hurricane 

A. On Notification of Hurricane Alert by EOC 
1.  When the City of Ocala Purchasing Director or designee is notified by the 

EOC that it is preparing for the evacuation of low-lying areas due to an 
approaching hurricane, he will implement the Hurricane Alert Notification 
Procedure if the declaration occurs outside of normal work hours. 
Designated Central Purchasing personnel will be contacted by telephone, 
and instructions will be provided for operations and for the placement at 
EOC. 

2.  The purchasing team will report to the office to move computers to a 
secure area and to secure personal areas from damage should windows be 
broken. If the emergency is declared during normal work hours, these 
steps will either be done or scheduled prior to releasing staff. If the 
emergency is declared outside of normal work hours, staff will be notified 
when to report to the office to accomplish these tasks when the alert 
notification  is conducted. 

3. EOC staffing roster will be established which provides for the Deputy 
Purchasing Director of Central Purchasing and a Buyer to rotate shifts for 
the duration of the hurricane alert. 

4.  The Purchasing team will be established, consisting of the Deputy 
Purchasing Director and a Buyer , and one other employee, if needed. 

5.  Purchasing will maintain a box labeled "EOC Emergency Purchasing Kit". 
This box will contain the necessary forms and reference materials for the 
local emergency purchasing operation. The EOC box and supplies 
(including the EOC Log, one box of Emergency Requisitions/ Purchase 
Order forms, Vendor Lists for emergency supplies and equipment, and a 
list of City Term Contracts) will be taken from the Central Purchasing 
Department to the EOC. 

3. The Purchasing Kit will be distributed to any department that will be 
involved in the procurement of materials and services in the field prior to 
the designated emergency. Office of Purchasing staff will sign in on a 
Purchasing Staff Sign-In Log. Any purchasing activity will be recorded on 
a Purchasing Activity Log. Remember take as many notes as possible 
before, during, and after the designated emergency. Log in all 
Requisition/Purchase orders on an Emergency Requisition/Purchase Order 
Log. 
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III. After Passage of Hurricane 

A. Immediately Following the Hurricane 
 

1.  Employees will monitor local radio and television to attempt to find out 
when City offices will reopen. If the telephones are still operative, 
employees will remain near their telephones to await instructions as storm 
recovery operations begin. 

2.  Designated team members will await instructions on reporting to work. 
3.  It is possible that the Central Purchasing Department will activate "contact 

teams" of two people each to go to primary recovery areas where City 
workers are heavily engaged in recovery work. Those contact teams would 
have the task of assisting City personnel in correctly specifying needed 
goods and services to avoid delays and confusion when those emergency 
requisitions arrive in the EOC. 

4.  All Purchasing personnel will ensure that proper forms and FEMA 
accounting procedures are observed, so that City of Ocala can expect 
reimbursement from FEMA after the recovery. 

IV. Local Purchasing Operations 
A. Logistics 

 
1.  The Purchasing operation at the EOC will consist of Purchasing personnel 

from the City and County. Purchasing representatives will ensure that 
incoming Emergency Requisitions/ Purchase Orders are complete and 
accurate and will coordinate the distribution of these Emergency 
Requisitions/ Purchase Orders for processing. Additional Central 
Purchasing personnel may be assigned to the EOC if warranted. 

2.  Due to limited space within the EOC, the local Purchasing operation will 
be established by the Purchasing Director or designee of the Central 
Purchasing outside of the EOC. The exact location, composition and 
activities of the local Purchasing operation will be tailored to meet 
existing conditions and needs. Shifts will be authorized if warranted. 

      3.   Upon authorization by the Purchasing Director or designee of the Central  
                        Purchasing , the identified Purchasing personnel will report to the local  
                        Purchasing operations site at the EOC. 
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B.  Authorities 
1.  Authority to Request: Designated City managers can sign and submit an 

Emergency Requisition/Purchase Order to the EOC. An alphabetical 
listing of all authorized City of Ocala employees is provided in the EOC 
box for employee verification purposes. 

2.  Authority to Approve: The Purchasing representative at the EOC reserves 
the right to question all incoming Emergency Requisitions/ Purchase 
Orders and may require additional departmental justification for certain 
requisitions which do not appear to be emergencies. The Purchasing 
representative at the EOC also has the authority to set priorities as to what 
is requisitioned immediately following the hurricane and differentiate 
between emergency requirements and normal operating supplies. 

3.  The names and signatures of the Purchasing Director or designee and 
Deputy Director of the Central Purchasing and all Buyers will be provided 
on an "Authorized Signature List". This list will be included in the EOC 
Emergency Purchasing Kits. Authority to process Emergency 
Requisitions/Emergency Purchase Orders rests with the Purchasing 
Director or designee of the Central Purchasing or other designated 
Purchasing representatives identified on this list. 

4.  A signature from this "Authorized Signature List" must be obtained 
beneath the Requestor's signature on the Emergency Requisition/Purchase 
Order. 

C.  Vendors 
1. A binder containing commitments from vendors to provide certain 

emergency supplies to City of Ocala will be included in the Emergency 
Purchasing Kit. These vendors will be contacted initially, using the on-call 
phone numbers, to see if they are still operational and can fulfill the 
request. 

2. If vendors from whom the City of Ocala has obtained commitments and 
cannot supply the materials in a timely fashion, other vendors may be 
contacted to secure the supplies or services needed.  

3. Prior to a declared emergency, the Purchasing department will fax or e-
mail a letter to various vendors notifying them of the emergency and the 
possible need of supplies and services. 

 
V. FEMA Guidelines to Follow in Procurement and Contracts 
 

A. FEMA guidelines to follow include: 
1.  All records and reports required to support requests for reimbursement of 

City of Ocala funds expended as a direct result of a disaster must be 
original for audit purposes. Keep all original documentation. 
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2.  FEMA will not reimburse for blanket agreements. Each Purchase Order or 
Contract for emergency supplies or services must be site specific. 

3.  Following a "Declaration of Emergency," in the interest of expediency, the 
purchasing teams at the EOC will be exempt from bid/quote requirements. 
However, if time allows, a competitive environment shall be maintained. 

4.  Renting and Leasing equipment and materials shall give precedence over 
outright procurement. FEMA strongly prefers requests for reimbursement 
on rented items. 

5. Oral contracts can severely jeopardize the City's ability to receive 
reimbursement from FEMA. Specify quantities, prices and specific items 
being purchased in writing. 

6. Be careful about out-of-state vendors submitting bogus bid bonds or 
worthless payment and performance bonds. To protect the City, bonds 
must be issued by or countersigned by an agent authorized to do business 
in Florida. 

7.  Vendors who have been debarred, suspended or considered ineligible by 
FEMA and by the State of Florida will not be engaged in disaster recovery 
work. 

8.  Contracts for removal of debris or wreckage should be based on fixed 
price or unit price (i.e. cubic yard). 

9.  Contracting for construction work should be based, whenever possible, on 
competitive bids. 

10. To the extent feasible and practicable, contractors residing or doing 
business primarily within City of Ocala should be engaged in disaster 
recovery work. FEMA wants to encourage contractors to support the local 
economy. All contracts entered into which will involve FEMA claims 
must state that the contractors will use materials and supplies and hire 
laborers to the extent possible within the disaster area. 
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I.  Purpose 

To provide procedures for conducting vendor performance evaluation. 
 
II.  Scope 

This procedure applies City wide. 
 
III. Procedure 

The Central Purchasing Department, Client Departments and Finance’s Accounts 
Payable personnel deal with vendors on a continuing basis. It is important that 
information be recorded about specific performance. The Central Purchasing 
Department will solicit useful and constructive evaluations from all departments 
especially personnel assigned to handle purchasing transactions and the receipt 
thereof. The information provided by the departments will be useful for Purchasing to 
monitor and effectively stimulate vendor activities and performance and screening 
bidders list for possible elimination of vendors whose performance is consistently 
non-responsive and non-responsible. 

 
The Central Purchasing Department will issue to the using department; the 
appropriate consultant, contractor, or vendor performance evaluation forms, 
sometime prior to the expiration or renewal date of an annual contract, to assess the 
level of satisfaction with the vendor providing the goods or services under contract. 
Central Purchasing also has the Report of Unsatisfactory Materials and/or Service, 
which is available to all departments.  

 
Each department is encouraged to complete the form anytime a vendor is not 
providing adequate service in compliance with the Invitation for Bid or Request for 
Proposal or any purchase made for the department. The Central Purchasing will be 
responsible for handling all complaints with the vendors and will notify the 
department of any action taken. 
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I.  Purpose 

To provide procedures for conducting City performance evaluation. 
 
II.  Scope 

This procedure applies City wide. 
 
III. Procedure 

The Central Purchasing Department, Client Departments and Finance’s Accounts 
Payable personnel deal with vendors on a continuing basis. It is important that 
information be recorded about specific performance of the City. 
 
Central Purchasing will solicit useful and constructive evaluations from City 
vendors/suppliers. The information provided by the vendor/suppliers will be useful 
for Purchasing to monitor and effectively stimulate City activities and performance. 
The Central Purchasing Department will be responsible for providing the Suppliers 
with a Vendor Survey Form .  
 
The Vendor Survey of City Performance, will be used as follows: 
 
A. Will send annually to annual term contract vendor/suppliers as part of their 

responses  to agreements for renewal or refusal of renewal of such contracts. 
 
B. Send to vendors/suppliers at any time a vendor/supplier expresses an interest in 

evaluating the City, when they have a problem in their dealings with the City, or 
as deemed appropriate by the Purchasing Director or designee or Buyer. 

 
The Central Purchasing will be responsible to collect the survey results and notify any 
affected departments of the response information gained; and, assist in handling all 
complaints with the City and notify the vendor/supplier of any action taken. 
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I.  Purpose 

 
The purpose of inspection is to insure that suppliers furnish the precise commodities 
ordered in the right quantity and quality. Without a good system of inspection, some 
suppliers may reduce their costs by furnishing items which do not meet the minimum 
specification. 

 
A. The knowledge that a delivery may be inspected and that its acceptance or 

rejection is based  solely upon merit serves to discourage suppliers who might 
other wise resort to unethical practices. 

 
B. Inspection is not intended to impede or obstruct the ordinary flow of merchandise 

between  suppliers and various departments, but is intended to correct errors and 
otherwise assure the delivery of the proper items. 

 
C. Inspection shall be fair and impartial and realistically appraise the quality, 

quantity, and condition of the actual delivery as compared with the requirements 
of the delivery. The same yardstick of measurement must be used consistently for 
all suppliers of the same item. 

 
II.  Definition 
 

Inspection is the close and critical examination of commodities delivered to City 
Departments pursuant to duly authorized purchase orders and other purchasing 
instruments. It includes the determination that:  

 
A. Unless otherwise specifically ordered, the delivery consists of new and unused 

merchandise. 
 

B. Items of quality, grade, or standard specified in the Purchase Order or contract 
have been delivered. 

 
C. The design, construction, ingredients, size, kind, type, make, color, style, etc., of 

the commodities conform to the requirements of the Purchase Order or contract. 
 

D. The packaging and labeling, marking, or other means of identification meet 
specifications; or if not specifically called for, conform to best commercial 
practices for protecting the items during transportation, storage, handling, and 
distribution. 
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E. Unless otherwise specifically ordered, the delivery contains no materials labeled 
as seconds, factory rejects, mill ends, distressed merchandise, surpluses or having 
other objectionable characteristics. 

F. The items comply with specification requirements in all essential respects, are in 
good condition, and delivery has been made in accordance with the terms and 
conditions of the Purchase Order or contract. 

G. Inspection also includes determining the right quantity. The responsibility for 
counting is regarded as a receiving function. 

 
IV. Time and Place of Inspection 
 

A. According to the City Terms and Conditions for all its Purchase Orders, the City 
has the right, before payment or acceptance, to inspect goods at any reasonable 
place and time and in any reasonable manner. 

B. In keeping with this statement, items should be inspected at the receiving point if 
possible at time of delivery. If receiving or using departments are asked to sign 
for receipt and materials that have not been inspected, the person signing shall 
indicate in a legible area by signature, "Pending Inspection". 

C. A copy of the Purchase Order or bid specifications should be reviewed to 
determine compliance with such factors as design, dimensions, size, quality, etc., 
together with any other pertinent features required. 
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I.  Purpose 
     

A. Contract administration is the process by which Central Purchasing ensures that   
     the purchase order or contract is fully performed. Central Purchasing must take a  
     proactive approach to ensure that the requirements in contract or purchase order  
     are received correctly, on time and at the right price. Some of the primary areas of  
     Contract Administration are:  

1. Receiving and inspection 
2. Handling contract changes and adjustments 
3. Dealing with contract discrepancies and deficiencies  
4. Monitoring contractor performance 
5. Resolving disputes and approving payments 

 
II. Contract Administrator Functions and Responsibilities 
 
The Contract Administrator has a very important role in the acquisition and receipt of 
equipment, services, and construction. He/she ensures that we basically, get what we 
contracted and paid for. Some of the primary functions and responsibilities are listed 
below: 
A. The contract administrator is responsible for the coordination with requesting 

departments regarding the proper receipt of supplies and services from the initial 
issue of post award documents through to the final authorization to pay and closeout 
the contract. 

B. He/she is responsible for taking the necessary action  on discrepancy reports, 
resolving damaged shipments, duplicate orders, shortages and overages. 

C. The contract administrator ensures contractor compliance with bid specifications, 
terms and conditions. 

D. The contract administrator also performs administrative actions on services, small 
construction, equipment and supply contracts, holding pre-performance conferences 
and monitoring the contractor's progress and performance. 

E. He/she also exercises custodial responsibility over contractual maintenance, 
reviewing active contract and purchase order files and performing the necessary 
follow-up and documentation. 

F. The contract administrator also monitors and evaluates contractor performance, 
working closely with all user departments and vendors to ensure that they are 
providing the expected level of service or receiving products in accordance with the 
contract or agreement. 

G. The contract administrator also acts as a liaison between user departments and the 
vendor community, keeping up with status of bids and contracts. 
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III.  Procedure 
 
        It is important that the contract administrator be informed of contract discrepancies  
        and performance issues as soon as possible to insure correction and  compliance to  
        the City's contractual requirements. Most post award activities  
 
         A.  Contact the Contract Administrator when a  major discrepancy is discovered  
               during the receiving process of City purchases such as a duplicate shipments,  
               shortages, overages or delivery of wrong items. 
     1.  The contract administrator will assist user departments in resolving purchase  
                     shipment discrepancies upon notification. 
 
          B.   The contract administrator should be contacted when a contractor or vendor  
                 fails to perform at the expected level required.  
                 1.  The contract administrator will assist user departments in documenting  
                      performance and taking appropriate action. 
                  2. He/she will assist user departments in any contract default action or  
                      contract termination as deemed necessary, including the assessment of  
                      liquidated damages. 
 
 C.  The contract administrator may be contacted by user departments for post  
                  performance inquiries such as determining the progress and status of current  
                  and ongoing contracts. 
 
 D.  The contract administrator is to be contacted when there are contract disputes  
                  or billing discrepancies. He/she can assist in resolving contractual disputes  
                  and will assist in obtaining credits or reimbursements for overcharges.  
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I.  Purpose 

 
The purpose of lease agreements is to insure that City owned facilities and/or  
equipment are utilized consistent with public intent and cause.  

 
D. All facility and/or equipment leases should provide a net gain to the City. The lease 

should serve as an enhancement through improved integrity, reduced costs or 
improved utilization of City owned facilities and/or equipment.  

E. Revenue generated as a result of facility/equipment lease shall be used to offset costs 
incurred by the City, to improve the condition of the structure or as a General Fund 
revenue source.  

F. An inspection of the property shall be performed by the department designated as 
owner or landlord and shall be fair, impartial and realistically appraise the quality, 
quantity, and condition of the property. The same inspection shall be performed upon 
termination of lease.  

 
II.  Lease Definition 
 

A contract for the use or occupancy of City of Ocala owned facilities, equipment, 
property or structures for a specified period in exchange for rent.  
 

III. General 
 
H. All City owned facility leases with an anticipated annual value in excess of twenty-

five thousand dollars will be made available for public competition through the City 
of Ocala Purchasing department.  
 

I. Upon receipt of competitive responses, a selection committee will evaluate each 
response to determine the overall best value to the City. The evaluation criteria is not 
limited to, but may included: Reputation, Experience, Facility Type, Management 
Team, Financial Strength and Vendor Performance Ratings. 

 
J. The Purchasing department’s Contract Administrator and a designee from the 

owner/landlord, upon Council approval, shall initiate negotiations with the number 
one rated respondent. If a tentative agreement cannot be reached, the City reserves the 
right to enter into negotiations with the number two rated respondent and so on. If 
agreements cannot be reached, the City reserves the right to reject proposals from all 
respondents.  

 
K. Upon successful negotiation, or as deemed necessary by City Staff, the contract will 

be made available for City Attorney review and subsequent placement on City 
Council agenda to approve for execution.   
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L. Revenue generating contracts which do not meet the minimum twenty-five thousand 

dollar annual threshold, may be negotiated by the landlord/owning departments. 
Contract negotiation shall be performed including the Contract Administrator, City 
Attorney, the associated departments Assistant City Manager or designee, and the 
owning department’s Department Head or designee.  

 
M. Upon successful negotiation, the contract will be made available for CMO review and 

subsequent placement on City Council Agenda to approve for execution. 
 
N. Minor compliance issues should be addressed by the landlord/owning department’s 

Department Head or designee, however, any non-compliance or contract 
interpretation related issues, at the discretion of the Department head, may be 
assigned to the Purchasing department’s Contract Administrator for resolution. 


