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SECTION I 

 

GENERAL STANDARDS 
 

  One of the two primary functions of the Purchasing Division is to organize and 

administer all acquisitions for all departments within the City of St. Augustine.  The General 

Services Director, in accordance with the authority delegated to him/her by the City Manager, is 

charged with providing the City with economically responsible, fiscally sound, and properly bid 

purchases.  It is the intent of this manual to provide the City written and approved policies, 

purposes, and procedures for the purchasing function. 

 

  The Purchasing Division works in a cooperative manner with all departments 

within the City.  Therefore, departments can simplify and expedite their requests for supplies, 

equipment, and services by familiarizing themselves with the Procurement Policies and 

Procedures.  To that end, the following general instructions are encouraged. 

 

1. Plan ahead. 

2. Take time to fully describe the item(s) being requested. 

3. Identify, in full, all quantities, grade, and description of the requested item. 

 

  The City considers its vendors to be valuable assets.  Buying practices are 

administered ethically and equitably.  Responsible vendors will be awarded contracts on the 

basis of competitive prices, services rendered, and (ultimately) what is in the best interest of the 

City. 

 

  The City encourages and promotes the combining of inter/intradepartmental 

purchases to increase the potential savings to the City through economies of scale.  To achieve 

this goal, the Purchasing Division promotes inter/intradepartmental communication by 

monitoring purchase requests for identically needed items and combining the orders after 

consultation with the requesting departments.  The standardization and simplification of 

procedures result in substantial and repetitive savings to operating budgets. 

 

  This Purchasing Manual describes the general policies, purposes and procedures 

developed to accomplish the procurement process for the City of St. Augustine.  The Purchasing 

Division recognizes not all circumstances can be addressed within the scope of this manual.  

Therefore, the exceptional cases will be addressed individually, as fair and good business 

practices warrant. 

 

 The Municipal Home Rule Powers Act provides for the broad exercise of home rule 

powers granted by the Florida Constitution and the City Charter at Section 2.02 vests in the 

members of the City Commission the authority of the governing body of the City.  In addition, 

the Charter at Section 2-77 requires competitive bids under certain circumstances, and Charter 

Section 3.02(c) provides that the City may acquire property for any of the uses, needs, and 

purposes of the City, while municipal code section 2-2 provides for the procedures for the 

acquisition of real estate.  The City Charter at Sections 4.11-4.13 provides that the City Manager 
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is delegated the authority to properly administer the affairs of the City at the direction of the City 

Commission, to be the chief purchasing agent for the City, and to manage all public works and 

public buildings.  Charter Section 2-146 provides for the adoption of a purchasing manual and 

delegates to the City Manager the authority to amend same.  These purchasing manual 

procedures are intended to be consistent with federal and state purchasing laws and regulations 

as these may apply to a municipal government. 

   

  While the City of St. Augustine is not required to follow state agency bidding 

requirements (except for the Consultant’s Competitive Negotiation Act, Chapter 287.055 F.S.) 

because it does not fall under the definition of an agency of the executive branch of state 

government, in the absence of City policy or procedures, reference may be made to Part 1, 

Chapter 287, Florida Statutes and/or Rule 60A-1 Florida Administrative Code. 
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SECTION II 

POLICIES, PURPOSES, AND PROCEDURES 

 

 
 

FINANCED ACQUISITIONS 
 

 In order to ensure effective alignment of City acquisition of goods governed by Section II 

with effective debt management, notwithstanding anything herein to the contrary, in all cases the 

Purchasing Division shall obtain approval from the Finance Director or his/her designee (the 

“Finance Director”) prior to pursuing any acquisitions which may involve a financing including, 

without limitation, bonds, loans subject to annual appropriation, lease-purchase agreements, 

interlocal financing agreements, notes or any other obligations of the City for all departments 

within the City or any other such acquisition that may be reimbursed with the proceeds of a tax-

exempt financing. The City shall not finance the purchase of services without prior approval of 

the Finance Director and nationally recognized bond counsel.    
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BID REJECTIONS 

 
I. Policy Statement 

 

In order to assure conformity in the rejection of bids, for the protection of the City 

and the mitigation of legal challenges, the City requires adherence to this 

procedure.  

 

II. Purpose 

 

To assure equitable treatment of all vendors and to maximize the protection of the 

City. 

 

III. Procedure 

 

Bids may be rejected if: 

 

A. The specifications are violated in any way. 

 

B. Any collusion is discovered. 

 

C. Incomplete bids are submitted. 

 

D. There is evidence of economic insolvency, misrepresentation of licensing, 

permits or bonding, or the skills or equipment necessary to perform the 

work are not evident. 

 

E. The bidder does not normally deal in the type of purchase necessary. 

 

F. The City Manager, Assistant City Manager, Finance Director, General 

Services Director, or Department Head decides it is in the best interest of 

the City to reject the bid. 
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BLANKET PURCHASE ORDERS 

 
I. Policy Statement 

 

To facilitate the purchase of commonly and quickly needed items and non-

professional services, where the consumption varies and it is in the best interest of 

the City not to maintain such inventory, the City has established blanket purchase 

orders with appropriate suppliers.  Specifically authorized department personnel 

are able to draw from the supplier’s inventory necessary items as limited by the 

terms and conditions of the blanket purchase order. 

 

II. Purpose 

 

A Blanket Purchase Order (BPO) is a purchase order issued to a vendor from 

which specified purchases may be made for a specified period of time and for a 

specified dollar limit over a specific time period. 

 

III. Procedure 

 

A. Purchases made on Blanket Purchase Orders are often more expensive.  

Blanket Purchase Orders are issued on a limited basis for supply items 

and services only.  Therefore, this purchasing method should be 

considered carefully and, when necessary, used on a limited basis. 

 

B. Departments having a recurring need for miscellaneous supplies may 

submit a request to the General Services Director for a Blanket Purchase 

Order.  If the request is approved, the Purchasing Department will issue a 

Blanket Purchase Order to the supplier.  Maintenance or rental charges 

may be included where the unit price of the item or service has been 

established by agreement or bids (Attach copy of agreement or bid with 

justification). 

 

C. Blanket orders may also be issued to specific vendors for certain items or 

services during emergency circumstances or when time is of the essence 

(ie: electrical repair, AC repair, etc.) due to an immediate need that is 

critical to the daily operation of the City of St. Augustine. 

 

D. The Purchasing Division follows and promotes the following criteria for 

departmental evaluation of the need for a blanket purchase order. 

 

1. Are the items to be purchased difficult to store? 

 

2. Will the City save money by buying in bulk and inventorying the 

items? 

 

3. Are suppliers willing to open an account with the City? 
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4. Will this BPO be used 6 or more times throughout the fiscal year? 

 

5. Does the supplier understand the frequency of use to be entered 

into the blanket purchase order? 

 

6. Is the supplier willing to provide emergency service if required? 

 

E. All departments must submit a request to have BPOs added to the system.  

A request for a new BPO should be accompanied by a written justification 

(refer to Figure 1) which should include information outlined below.  The 

approval authority for BPO’s is the General Services Director (or 

designee). 

 

1. Period of time covered by the order, beginning and ending dates 

(Usually Beginning FY and End of FY). 

 

2. Estimate how many times this Blanket Purchase Order would be 

used over the course of the Fiscal Year. 

 

3. Identify what Non-Contract goods this Blanket Purchase Order 

would be used to buy (example: plumbing supplies, automotive 

parts, photographic supplies, office supplies, etc.). 

 

4. Estimate the total dollar value (approximate) which will be 

encumbered for the Blanket Purchase Order during the Fiscal Year. 

 

5. Monetary limitation for each individual transaction should be less 

than $5,000.00 except during emergency circumstances or when 

time is of the essence due to an immediate need that is critical to 

daily operations, or as otherwise authorized. (Examples can 

include electrical repair, AC repair, etc.). 

 

6. BPOs are also authorized for purchasing commodities or non-

professional services from a competitively solicited contract, State 

of Florida, or other Government Alliance contracts. BPOs initiated 

under these circumstances must follow the solicited contracts 

current cost/fee schedule, deviations are not allowed. (Examples 

can include: auto repair parts, fuel, etc.).  

 

7. List individuals authorized to make purchases against the BPO. 

 

8. Attach specific items and conditions for purchase, if any. 

 

F. It is essential that the blanket purchase order provides sufficient language 

of its intent prior to submission to the supplier for acknowledgement and 
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concurrence.  In order to facilitate this, it is necessary that all departments 

work with the Purchasing Division to maintain the following procedures: 

 

1. A full description of the terms and conditions applicable will be 

provided to the vendor as part of the blanket purchase order 

document. 

 

2. Technical specifications of all required products will be an exhibit 

to the blanket purchase order. 

 

3. A complete description of the item(s) to be purchased will be 

provided. 

 

4. A specified period of performance will be related to the vendor in 

the body of the blanket purchase order. 

 

5. Dollar thresholds will be established for individual purchases.  It 

shall be a function of the General Services Director, in conjunction 

with the requesting Department Head to establish these thresholds.  

The dollar thresholds should reflect a sufficient amount to address 

all potential purchases.  Any deviations from these amounts must 

be granted by the General Services Director, in conjunction with 

the Department Head. 
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FIGURE 1 

  City of St. Augustine 

Blanket Purchase Order (BPO) Request Form 

Date: __________________________________ Department:__________________________ 

1. Fiscal Year BPO to be issued: FY ________ Vendor Name: ________________________ 

2. Estimate how many times this Blanket Purchase Order would be used over the course of the 
Fiscal Year:________________ 

3. Identify what Non-Contract goods this Blanket Purchase Order would be used to buy 
(example: plumbing supplies, automotive parts, photographic supplies, office supplies, etc.): 

 ____________________________________ ____________________________________ 

 ____________________________________ ____________________________________ 

 ____________________________________ ____________________________________ 

4. Estimate the total dollar value (approximate) which will be encumbered for the Blanket 
Purchase Order during the Fiscal Year:________________ 

5. Estimate the total number of invoices that may total more than $1,000.00 during the entire 
Fiscal Year:________________ 

6. List those individuals authorized to make purchases against this BPO. 

 ____________________________________ ____________________________________ 

 ____________________________________ ____________________________________ 

 ____________________________________ ____________________________________ 

7. Briefly list any other reasons explaining why this BPO request should be approved. 

 ___________________________________________________________________________ 

 ___________________________________________________________________________ 

8. Will this vendor be conducting any type of service “on City Property”?     Yes     No 
 If Yes attach the following: 

• Certificate of Liability Insurance with the City named as additional insured.  Certificate 
of Liability Insurance should include, at a minimum, an aggregate liability amount of 
$1,000,000. 

• Certificate of Workers’ Compensation Insurance or Certificate of Exemption. 

9. Attach specific terms and conditions for purchase, if any. 

SIGNATURES APPROVAL DATE 

Requestor: _____________________         N/A          _______________ 

Department Head:  _____________________ ____________ _______________ 

General Services Director: _____________________ ____________ _______________ 

Purchasing: BPO #:_______________ Vendor #:_______________ 
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CHANGE ORDERS 

 
I. Policy Statement 

 
To address any unforeseen modifications of an existing purchase or blanket 

purchase order, a change order/supplement system has been established.  This 

system maintains an orderly and accountable record of the transaction while 

allowing for reasonable changes in the scope of work or quantities necessary. 
 

II. Purpose 
 

By using written documentation of any changes to the intent and scope of the 

original purchase order, all records are fully auditable. 
 

III. Procedure 
 

A. All requests for changes are processed by the General Services Director.  

Justification from the Department Head must accompany the request for a 

change. 
 

B. Only the General Services Director, can issue change orders. 
 

C. All change orders/supplements must bear the same identifying purchase 

order number as the original purchase order. 
 

D. All requests for changes must be in writing with the appropriate 

justification attached. 
 

E. The General Services Director, will determine the appropriateness of the 

request for change based on policy, procedure, fair business practices and 

legal parameters. 
 

F. The dollar threshold criteria of an initial purchase order shall be 

maintained when a change order or supplement is required.  That is, if the 

original order was bid competitively at a certain amount, then the same 

criteria is used for any subsequent order. 
 

G. A Supplement/Change Order form is prepared and distributed (see 

Appendix A). 
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COMPETITIVE BIDS/QUOTES/DIRECT PURCHASES 
 

I. Policy Statement 

 

Wherever possible, public procurement ascribes to a competitive bid/quote 

process.  Ethical requirements coupled with the necessity to maximize the City’s 

use of the public funds dictate the use of a competitive bid/quote system. 

 

II. Purpose 

 

City policy and Florida Statute Chapter 287 require fair and open competition be 

the basis of all public procurement.  The creation of competition increases the 

probability of the City receiving an accurate and fair price, while reducing the 

appearance and opportunity of favoritism, thus inspiring public confidence. 

 

III. Procedure 

 

A. Competitive Bid/Quote and Direct Purchase Criteria 

 

Competitive procurement may be achieved by competitive formal bids, 

whether sealed bids or written quotations, consistent with Charter Section 

2-77. – Competitive Bids; Section 13.01 – Contract for Purchase of 

Buildings; and Code Section 2-146. – Adoption of Policies and Procedures 

in Purchasing Manual. 

Any request for the purchase of materials, equipment, supplies, or services 

are subject to direct purchase, bid or quote. All procured services are 

subject to requirements listed in this Policies and Procedures Handbook 

and as required by Florida Statute. The following criteria are normally 

used to make this determination: 

 

1. Formal, written, and sealed bids for single or multiple items may be 

required on purchases over $50,000.00.  Funding approval paperwork 

and a Scope of Work and/or specification are required. 

 

2. Three written quotations on single or multiple services or items are 

required on purchases totaling $5,001.00 to $50,000.00.  See Appendix 

B.  Quotations shall be valid for sixty (60) days from the issue date or 

as stated on the quotation. 

 

3. Direct purchases are allowed on services and items not stocked in the 

warehouse up to $5,000.00 with supervisor approval.  Supervisor is 

required to sign purchase receipt, provide account number and submit 

to the Division of Purchasing for payment. 

 

The above terms require submission to a minimum of three (3) qualified 

vendors when possible. 
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B. Processing Bids. 

 

The intent of this procedure is to assist all Departments and Divisions in 

ensuring that the City’s Procurement Policy and Procedures are followed 

in the acquisition of goods and services, as well as to provide a check for 

standardization of all bid documents. 

 

1. Department/Division submitting a Contract Request Form for a 

Request for Bid, Request for Qualification, etc., will provide the 

requisite information including the name of the project, contact 

individual for reference of technical questions by prospective bidders, 

estimated broadcast/publishing date, bid opening date and estimated 

cost of project (if known). 

 

2. After reviewing the solicitation documents for compliance, Purchasing 

Division will issue an identifying Solicitation Number and monitor 

progress of the solicitation, including issuance of any addenda to the 

original specifications and compilation of a Bidder/Respondent List. 

 

3. After verification of compliance, the Purchasing Division will publish 

the Request for Bid, Request for Qualification, etc. 

 

The issuing Department/Division will maintain responsibility for 

generating technical specifications and scope of work.  The Purchasing 

Division will respond to prospective bidders’ inquiries, issue addenda and 

lead negotiating of contracts.  The main responsibility of the Purchasing 

Division will be to ensure compliance with policy and procedures, and to 

assist with standardization of contract terms and conditions – prior to 

publication of the bid documents. 

 

C. Sealed Bids 

 

Sealed bids should be advertised in a publication of regional circulation 

for a minimum of ten (10) business days.  Funding approval paperwork 

and Scope of Work & Specifications are required. 

 

Sealed bids are to be received in the General Services Department at the 

designated date and time as set forth in all bid invitations.  Bids are 

evaluated by staff members involved in the use of the materials on bid as 

well as the Procurement Manager.  All departments are asked to give 

careful consideration to prices, quality of materials, services, the 

responsibility of bidders, and other factors consistent with good 

purchasing practices when developing their recommendations. 
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D. Public Opening of Bids 

 

All formal, sealed, competitive bids are opened publicly.  Bid files, 

including tabulation sheets and/or any City Commission action taken will 

be recorded and available for public inspection, if requested as provided in 

Florida Statute, Chapter 119. 

 

E. Evaluating Proposals/Qualifications (Letters of Interest) 

 

All proposals/qualifications will be evaluated by a committee consisting of 

a minimum of three pertinent technical and professional staff from, the 

following areas: 

 

• User Department (Department in charge of project). 

• Other City Department Administration. 

 

The Procurement Manager or his/her designated representative, will form 

each Evaluation Committee and will provide each committee member 

with an evaluation form.   

 

Evaluation criteria shall include Location of Respondent’s Management 

Office to City Hall, or the project area, and shall have a minimum of 10% 

weight factor. Except where otherwise provided by federal or state law or 

other funding source restrictions. 

 

• Evaluation Committee members will independently evaluate and rank 

each response in accordance with the evaluation criteria contained in 

the Request for Proposals/Qualifications. 

• Members may not discuss details of independent scoring, selection, or 

other proposal/qualification specifics outside of Publicly Noticed 

Committee meetings in accordance with “Sunshine Laws” or “Cone of 

Silence”.    

• Each evaluation criteria will have a value from one to the maximum 

point value noted for that criterion.   

• Each member of the Evaluation Committee will be required to provide 

to the Procurement Contact a score sheet for each Respondent at the 

completion of the evaluation timeframe. The Procurement Contact 

shall calculate the ordinal ranking during the first evaluation team 

meeting in accordance with “Sunshine Laws”. The evaluation score 

sheets with the most qualified (best) receives an ordinal ranking of 

“1”; the second most qualified a “2” and so on.  

• If oral presentations are performed (minimum top three ranked 

Respondents), the Evaluation Committee will independently rescore 

following presentations, and provide new score sheets to the 

Procurement Contact. The Procurement Contact shall calculate the 
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final ordinal ranking during the next evaluation team meeting in 

accordance with “Sunshine Laws”. The evaluation score sheets with 

the most qualified (best) receives a final ordinal ranking of “1”; the 

second most qualified a “2” and so on.  

 

F. The City Manager, or designated representative, shall review and approve 

all RFB solicitations in which the variance between the lowest received 

cost and the next lowest received cost(s) is fifty percent (50%) or greater.  

 

G. In order to preserve the public health, safety and welfare, repair and 

maintenance supplies and/or services required for Public Safety vehicles, 

vessels, and equipment shall be exempt from the requirements of 

competitive solicitation. 

 

Nothing in this paragraph, however, shall be interpreted as relieving the 

User Department/Division from the requirements of competitive 

solicitation in all possible situations where the public health, safety and 

welfare is not threatened. 

 

H. Procurements specifically identified by the City Manager or his/her 

designee as necessary to preserve or protect the public health, safety or 

welfare of the City’s residents, and in limited supply or time-sensitive, 

shall be exempt from the requirements of competitive solicitation.   

 

Nothing in this paragraph, however, shall be interpreted as relieving the 

User Department/Division from the requirements of competitive 

solicitation in all possible situations where the public health, safety and 

welfare is not threatened.  

 

I. Extraordinary Price Adjustments, The City Manager may authorize price 

adjustments for contracted goods and services due to changes in the law, 

including but not limited to, minimum wage requirements; or due to force 

majeure or other unanticipated, specialized, or systemic increases in the 

cost of labor or supplies that may affect the City’s ability to provide 

necessary public services. 

 

J. Construction Management at Risk (CMAR), This is an authorized 

procurement method that competitively selects a construction management 

entity which is responsible for construction project scheduling and 

coordination in both preconstruction and construction phases. The CMAR 

is generally responsible for the successful, timely, and economical 

completion of the construction project.  Such procurements shall be in 

accordance with this Policy and Procedure Handbook, and as authorized 

by Florida Statutes, including Sections 255.103, 287.055, 255.05, and 

255.20. 
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CONTRACT REQUEST 
 

I. Purpose 
 

The Department/Division requesting a solicitation for a Request for Bids, 

Proposals, Qualifications or Invitation to Negotiate shall complete a Contract 

Request Form which shall include: the name of the project, project manager, 

project team, estimated broadcast/publishing date, pre-bid meeting date, bid 

opening date, project account number and estimated cost of project (if known) in 

addition to the Scope of Work and/or Specifications (see Appendix M). 
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CONTRACT CLOSEOUT PROCESS 
 

I. Purpose 
 

The contract closeout process is usually a simple but detailed administrative 

procedure.  The purpose is to verify that the parties have fulfilled their contractual 

obligations and there are no responsibilities remaining.  A contract is completed 

when all goods or services have been received and accepted, all reports have been 

delivered and accepted, and all administrative actions have been accomplished. 
 

II. Procedure 
 

The Project Manager completes the Request to Closeout Contract (see Appendix 

N) and the Contractor Performance Evaluation (see Appendix O).  The Project 

Manager shall confirm that: 

 

A. All services under the contract have been completed and/or deliverables 

have been received and accepted. 

 

B. All contractual obligations have been met. 

 

C. No pending actions remain unresolved and final payment and release of 

any withholding/retention amounts have been authorized. 

 

D. Performance evaluations include specific details of issues and problems, if 

applicable. 

 

The Project Manager forwards the signed closeout form and final invoice (if 

applicable) to the Purchasing Division, which verifies that all invoices have been 

paid and that any applicable retainage is released.  Purchasing then processes final 

payment and the complete closeout form is included with the contract file 

submitted to the City Clerk for archiving. 



 
 19 

CONTINUING SERVICES CONTRACTS 
 

I. Purpose 
 

A Continuing Service Contract is defined as a “contract that is for an initial term 

of up to three years in initial duration, which may be extended twice for up to a 

total of three years each, upon exercise of an option to renew by the City, unless 

otherwise authorized by the City Manager or City Commissioners.”  
 

II. Procedure 
A. Work Orders (see Appendix K) 

 

A maximum amount of available funding is specified in the memorandum 

to the City Manager or City Commissioners seeking approval of the 

contract.  Individual work orders are issued against this amount.  The 

entire amount of available funds need not be expended during the term of 

the contract.  Increases to the maximum amount of available funding must 

be approved in the same manner as amendments. 

 

The funding for work order based continuing services contracts is 

generally not encumbered until the issuance of a work order.  The work 

order provides for specific identification of work and the authorized time 

for completion. 

 

The “Work Order” is a tool by which a continuing services contract is 

implemented.  It is defined as “an authorization to initiate a specific 

project pursuant to a continuing services contract.”  A work order is not 

considered a separate contract, but instead is the performance of work that 

has been authorized pursuant to the continuing services contract.  It can be 

viewed as a “contract within a contract.”  The continuing services contract 

is the master agreement that is applicable to all work orders.  In addition, 

the specific terms of the work order are superimposed upon the continuing 

services contract.  In drafting the work order, be sure to avoid any 

inconsistency between the work order and the continuing services 

contract. 

 

B. Work orders are comprised of: 

 

1. Services provided on an hourly basis. 

2. Services provided on a fixed price that has been agreed upon with 

the Contractor. 

3. Services are provided on an hourly basis, subject to a not to exceed 

amount for completion of the work specified in the work order. 

 

C. Signature authority for work orders and change orders to work orders shall 

comply with City policy and procedures. 
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ANNUAL CONSTRUCTION AND MAINTENANCE SERVICES 

CONTRACTS 
 

I. Policy Statement 

 

The City of St. Augustine intends to facilitate the annual procurement of utilities 

construction and maintenance services in those instances where there exists an 

anticipated high frequency of smaller, routine construction or maintenance 

projects where each individual project, not to exceed a value of $500,000 can be 

authorized via issued work orders (Appendix K) utilizing the competitively bid 

unit prices established under the annual services contract.  The procedure 

resembles the Blanket Purchase Order process.  The authorized project manager 

may prepare the scope of work and prepare purchase requisitions for each project, 

utilizing the units of measure, pricing, term and conditions established in the 

annual services contract. This is for non-CCNA procured services. 

 

II. Intent 

 

The intent of this section is to provide efficient means of procuring routine or 

commonly used utilities construction and maintenance services while providing 

unit prices which have been competitively bid by qualified vendors.  The 

maximum aggregate of annual services contracts, however, is governed by need 

and availability of budgeted funding. 

 

III. Procedure 

 

Utilizing an annual utilities construction and maintenance services contract should 

be considered carefully and used only for routine or repetitive projects, generally 

when needed by the operating division(s).  Major capital projects shall be bid 

separately. 

 

A. The Department identifies a recurring need for routine or miscellaneous 

work items and prepares a broad scope of services, a list of unit work 

items and what qualifications are necessary for completion of the work.  A 

preliminary scope of work, specifications, bid items, qualifications and 

other general technical conditions are submitted to the Purchasing 

Division for bidding. 

 

B. Criteria used for consideration and approval of Blanket Purchase Orders 

shall apply. 

 

C. Competitive bids shall be solicited, evaluated and contractor selected 

based upon criteria established in the solicitation documents. 

 

D. Contract(s) shall be prepared and executed in a manner similar to other 

construction or maintenance services contracts. 
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E. After the contract has been executed, the Department will follow the same 

procurement policies and procedures as with any other contract. 

 

F. Purchase Orders shall be issued for individual projects that shall become 

supplemental agreements to the base contract.  The procedure for issuing 

these supplemental agreements is: 

 

1. Each task shall be identified by the operating department which 

will then prepare a scope of services and an expected list of unit 

work items with associated cost(s) per the base contract. 

 

2. The Project Manager will meet with the Contractor, review all 

work items and request the Contractor to submit an itemized 

proposal. 

 

3. A schedule and scope of work will be discussed, agreed to and 

included in the Contractor’s proposal. 

 

4. A work order request/purchase requisition will be prepared by the 

operating department, attaching the Contractor’s proposal.  The 

operating department will verify and insure the budget is available, 

including a nominal contingency set-aside, prior to releasing 

purchase requisition to Purchasing. 

 

5. Once a work order or purchase order is issued, it shall become a 

supplemental agreement to the base contract and all terms and 

conditions of the base contract shall apply, as well as all pertinent 

City procurement policies and procedures including, but not 

limited to, change orders.  The attached Figure 1 is a standard form 

of work order. 

 

6. Staff is reminded that annual utilities construction and maintenance 

services contracts shall be utilized judiciously and only when the 

City deems such contracts best serve the City’s interests, 

considering cost and time schedule.  Larger designed projects 

and/or major capital projects shall be individually bid utilizing the 

City’s competitive bid process. 
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 BID AWARD PROTEST 
 

I. Who May File A Protest 

 

Any actual or prospective bidder, proposer, offeror or contractor who is aggrieved 

in connection with a solicitation or award of bid or contract may file a protest 

with the General Services Director.  Protests relating to cancellation of invitations 

to bid and protests relating to the rejection of all bids are not permitted. 

 

II. Time for Filing 

 

If a protest is submitted by a prospective or actual bidder, it must be filed within 

three (3) business days after such aggrieved person knew or should have known 

of the facts giving rise thereto, provided the bid award or contract has not been 

approved by the City Commission, or the contract has not been fully executed if 

City Commission approval is not necessary.  A protest is deemed filed when 

received by the General Services Director. 

 

III. Form of Protest 

 

A protest must be in writing and filed with the General Services Director, Post 

Office Box 210, St. Augustine, FL 32085-0210.  A protest must state all grounds 

upon which the protesting party asserts that the solicitation or award was 

improper.  Issues not raised by the protesting party in the protest are deemed 

waived and may not be raised on appeal.  The protesting party may submit with 

the protest any documents or information deemed relevant. 

 

IV. Procedures 

 

A. Any person adversely affected by the procurement methodology described 

herein, or the specifications or criteria, including addenda, associated with 

this solicitation, shall file a Notice of Protest within three (3) business 

days after receipt of this solicitation.  The protester shall also file with the 

General Services Director a Formal Written Protest within 10 days after 

the date the Notice of Protest is filed with the City.  The Formal Written 

Protest shall state with particularity the facts and law upon which the 

protest is based. 

 

B. No additional time shall be added for mailing.  All filings shall be received 

by the General Services Director at the City of St. Augustine, Post Office 

Box 210, St. Augustine, Florida 32085 within the prescribed time periods.  

The City shall not accept as filed any electronically transmitted facsimile 

pleadings, petitions, notice of protests or other documents.  Failure to file 

a protest within the time prescribed shall constitute a waiver of 

proceedings. 
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Any person adversely affected by a City decision or intended decision to 

award a contract, or to reject all bids, proposals, or qualifications, shall file 

a Notice of Protest within three (3) business days after receipt of the 

decision or intended decision.  The protester shall also file with the 

General Services Director a Formal Written Protest within ten (10) days 

after the date the Notice of Protest is filed with the City.  The Formal 

Written Protest shall state with particularity the facts and law upon which 

the protest is based. 

 

C. No additional time shall be added for mailing.  All filings shall be 

addressed to and received by the General Services Director at City Hall in 

St. Augustine, Florida within the prescribed time periods.  Failure to file a 

protest within the time prescribed the protest procedures shall constitute a 

waiver of protest proceedings. 
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BID AND AWARD PROCEDURES FOR LOCAL AGENCY PROGRAM 
 

I. Scope 

 

To bid and award all authorized projects in accordance with the policies and 

procedures of all applicable agencies.  The bid and award process consists of bid 

advertisement, request to bid, distribution of the bidding documents (plans and 

specifications), pre-bid meeting, bid opening, bid tabulation and evaluation, and 

award.  The award is based on the lowest most qualified bid submittal. 

 

II. Responsibility 

 

The Procurement Manager (PM) or Procurement Contact, within the General 

Services Department, will be responsible for the bid and award phase of all 

authorized construction projects.  The PM is responsible for the Purchasing 

Division within the City.  Moreover, the PM will work in tandem with the 

Department Directors to ensure accuracy and the City Attorney to ensure 

legitimacy. 

 

III. Brief Description of the Process 

 

Bid Preparation:  Plans and specifications, including terms and conditions, are 

submitted to the Procurement Contact.  In addition, all budgetary authorizations 

are also submitted.  Documents necessary for the Equal Business Opportunity 

(EBO) process are included, depending upon the method of participation selected 

for that bid.  All bid packages under LAP will include Davis-Bacon Wage Rates. 

 

Bid Procedures:  A Request For Bid is publicly advertised at least once in the 

following areas:  1) Local and/or regional newspaper(s), 2) City Website/Internet, 

and 3) Construction Journals.  The bid opening date/time is a minimum of ten 

(10) days following issuance of the request to bid; twenty-one (21) days for a 

construction project this is projected to cost more than $200,000.00, and thirty 

(30) days for a construction project that is projected to cost more than 

$500,000.00.  The Purchasing Division maintains an electronic list of vendors and 

the commodities/services of each vendor.  The vendor list is annually reviewed to 

ensure compliance.  The City reserves the right to temporarily and/or permanently 

suspend vendors from doing business with the City if terms and/or conditions are 

not fully satisfied.  A Notice to Bidders is also mailed to the applicable vendors.  

All bid documents are available within the General Services 

Department/Purchasing Division.  If a bid bond is required, the bid specifications 

will outline the requirements.  All bid submittals, if required, shall accompany a 

bid bond.  All bid submittals shall fully suffice the terms and conditions as set 

forth within the specifications. 
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Bid Opening and Evaluation:  The Procurement Contact will be responsible for 

conducting bid openings and evaluations for LAP authorized projects.  All bid 

submittals will be evaluated to ensure full compliance. 

 

Bid Award:  The vendor with the lowest most qualified bid will be awarded the 

bid.  If two (2) bids are equal in all facets, then preference will be given to local 

contractors. A Notice of Intended Decision (NOID) will be issued.  The seventy-

two (72) posting requirement shall begin at the actual time of posting and 

excludes weekends and holidays. 

 

Contract Preparation:  The contract is originally included within the bid 

specifications, which has been reviewed and pre-approved by the City Attorney 

for use.  Upon the award of the bid, the contract will be fully prepared by the 

Procurement Contact and sent to the selected vendor for execution.  The selected 

vendor will be responsible for executing the contract and returning it with all 

required certificates of insurance and, if required, a performance bond.  The 

contract will then be executed by the City Manager. 
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ADOPTION OF LOCAL BUSINESS PURCHASING PREFERENCE 

POLICY 
 

I. Policy Statement 

 

The City Commission hereby adopts a Local Business Purchasing Preference 

Policy as set forth herein. 

 

II. Definitions 

 

A. Construction services means all labor, services and materials provided in 

connection with the construction, alteration, repair, demolition, 

reconstruction or any other improvements to a City facility or real property. 

 

B. General services means support services performed by an independent 

contractor requiring specialized knowledge, experience or expertise that 

includes, but is not limited to, pest control, janitorial services, laundry 

services, catering services, security services, lawn maintenance services and 

maintenance of equipment. 

 

C. Goods means, but is not limited to, supplies, equipment, materials and 

printed matter. 

 

D. Local business means the vendor holds a valid business tax receipt issued by 

the City of St. Augustine or St. Johns County issued at least one (1) year 

prior to bid or proposal submittal and uses a business address physically 

located within the territorial limits of St. Johns County in an area zoned for 

the conduct of such business, from which the vendor operates a business or 

performs business services on a day-to-day basis, provided that a substantial 

component of the goods or services being offered go to the City of St. 

Augustine.  Firms which provide goods or services which are exempt from 

City of St. Augustine and St. Johns County business tax receipt 

requirements shall be required to submit documentation satisfactory to the 

City demonstrating the physical business presence of the firm within the 

limits of St. Johns County for at least one (1) year prior to bid or proposal 

submission.  Post office boxes are not verifiable and shall not be used for 

the purpose of establishing said physical address.  In order to be eligible for 

local preference, the vendor must provide, prior to recommendation for 

award, a copy of the current and valid business tax receipt issued at least 

one (1) year prior to bid or proposal submission or copies of other 

documentation demonstrating the physical business presence of the vendor 

within the limits of St. Johns County for at least one (1) year prior to bid or 

proposal submission. 
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E. Principal place of business means the “nerve center,” the place where the 

bidder or the bidder’s corporate officers direct, control and coordinate the 

activities of the bidder.  If the bidder operates only one (1) business 

location, such business location shall be considered its Principal Place of 

Business. 

 

F. Professional services means advice, instruction or specialized work from an 

individual, firm or corporation specifically qualified in a particular area.  

“Professional services,” for the purposes of this definition, shall not mean 

those services procured pursuant to Section 287.055, Florida Statutes. 

 

III. Local Preference Procedure 

 

Except where otherwise provided by federal or state law or other funding source 

restrictions, purchases of goods, general services, construction services or 

professional services under the City’s procurement policy shall give preference to 

local businesses in the following manner: 

 

A. In purchasing of, or letting of contracts for procurement of goods, materials, 

general services, professional services or for construction of improvements to 

real property or existing structures for projects estimated not to exceed 

$250,000, in which pricing is the major consideration, the City may give a 

preference to local businesses in making such purchase or awarding such 

contract as follows: 

 

Request for Bids: 

1) If the low responsive and responsible bidder is not a Local Business as 

defined herein, then any and all responsive and responsible Local 

Businesses submitting a price within up to five percent (5%) of the low 

bid shall have an opportunity to submit a best and final bid equal to or 

lower than the low bid and which matches the terms and conditions of 

the low bid. 

 

2) The award, if any, shall be made to the responsive and responsible 

bidder offering the lowest best and final bid. 

 

3) All best and final bids shall be received within five (5) business days 

following receipt of written notification of rebid opportunity by the 

City. 

 

Request for Proposals: 

1) If the highest ranked, responsive and responsible proposer is not a 

Local Business as defined herein, then any and all responsive and 

responsible Local Businesses receiving a final ranking within up to 

five percent (5%) of the highest ranked proposer shall have an 
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opportunity to submit a best and final proposal, which meets all the 

requirements of the solicitation, for evaluation. 

 

2) The award, if any, shall be made to the responsive and responsible 

proposer receiving the highest ranking. 

3) All best and final proposals shall be received within five (5) 

business days following receipt of written notification of 

resubmittal opportunity by the City. 

 

B. Ties in the best and final bid shall be resolved in the following order: Local 

Business, other business.  If a tie still exists, then the tie may be broken 

using the tie breaker criteria in the solicitation documents. 

 

IV. Waiver 

 

The application of local preference to a particular purchase, contract or category 

of contracts may be waived upon written recommendation of the General Services 

Director and approval of the City Manager or his/her designee. 

 

V. Other Preferences 

 

The preferences established herein in no way prohibit the right of the City of St. 

Augustine to compare quality of materials proposed for purchase and to compare 

qualifications, past performance, character, responsibility and fitness of all 

persons, firms or corporations submitting bids or proposals.  Further, the 

preferences established herein in no way prohibit the City of St. Augustine from 

giving any other preference permitted by law instead  of the preference authorized 

herein. 

 

VI. Exemption of Certain Contracts 

 

Co-operative purchases shall be exempt unless all participants in the co-operative 

purchase agree to apply this local preference resolution.  In addition, particular 

categories of contracts may be exempted from application of local preference 

upon determination by the City Manager that such exemption serves the best 

interest of the City. 
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EMERGENCY PROCUREMENT 
 

I. Definition 

 

Emergency procurement is defined as “procurement necessitated by an immediate 

danger to the public health, safety or welfare, or the threat of other substantial loss 

to the City, where delay incident to formal competitive solicitation would be 

contrary to the best interests of the City.” 

 

A. If the City Manager (or designated representative) determines that 

circumstances require emergency procurement, the City may proceed with 

the procurement action necessitated by the emergency without formal 

competitive solicitation or informal procurement. 

 

B. If the procurement is above the threshold for formal competitive (sealed bid) 

solicitation, the City Manager (or designated representative) shall notify the 

City Commission as soon as possible before or after the emergency 

procurement.  For all such procurements, a written determination of the 

basis of the emergency procurement shall be included in the supporting 

documents for the procurement. 

 

C. The Project Manager shall complete the appropriate Exemption Approval 

Form (see Appendix L) and submit to the Procurement Manager no later 

than seven (7) calendar days after the procurement. 

 

D. The City Attorney, pursuant to his/her authority under the City Charter, 

Article IV, Division 5; and Resolution 2018-44, Exhibit E Administrative 

Policies and Procedures, subsection H., may retain outside counsel, experts, 

and consultants at his or her professional discretion in anticipation of 

litigation, in active litigation, and in pre-suit matters, including but not 

limited to, eminent domain.  The City Attorney may enter into such retainers 

directly in order to preserve client confidentiality and attorney work 

privilege consistent with Florida law. 
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SOLE SOURCE JUSTIFICATION 
 

I. Definition 

 

A sole source item is described as an item, product or service with only a single 

supplier.  In some instances however, users submit requests for sole source 

purchases which describe an item made only by one manufacturer, but the item is 

distributed and readily available from several different suppliers.  Such items do 

not qualify as a sole source.  The item has a sole manufacturer but not a sole 

supplier.  As long as there is more than one potential bidder or offeror for the 

item, product or service, there is no justification for a sole source determination. 

 

Examples of circumstances which could necessitate a sole source purchase 

include, but are not limited to: 

 

• Where the compatibility of equipment, components, accessories, computer 

software, replacement parts or service is the paramount consideration. 

 

• Where a sole supplier’s item is needed for trial use or testing. 

 

• Purchase of materials, products or equipment for which it is determined there 

is no functional equivalent. 

 

II. Methods 

 

Sole source items are exempt from the normal competitive bidding process.  All 

requests for sole source must be submitted in writing to the Purchasing Division 

with justification for such action (see Appendix L).  The purpose of sole source 

justification is to show that competitive procurement is impractical because only 

one product or service, rather than one supplier, can meet the specific need.  It is 

not to be utilized to circumvent normal purchasing procedure nor for a price-

based justification.  The Procurement Manager shall determine the validity of sole 

source purchase requests.  In cases of reasonable doubt, competition shall be 

solicited in accordance with normal purchasing procedures. 

 

Based upon the particular category of sole source requirement, the justification 

memo should include responses to any/all the following questions which apply: 

 

A. Category – Compatibility with existing equipment, methodology or 

training: 

 

1. With what other material(s) must this requirement be compatible? 

 

2. What are the unique properties that make this the only product 

compatible with existing materials or equipment? 
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3. Provide any supporting information, if applicable. 

 

B. Category – Only known manufacturer of this product or material: 

 

1. What investigation has been done to support this claim (i.e. trade 

shows, internet searches, professional journals, colleagues, etc.)?  

Please list sources. 

 

2. What other manufacturers did you solicit information from?  

Please list their names and summarize your findings. 

 

3. Does this manufacturer sell directly to the user (City of St. 

Augustine) or through distributors?  (Note – If the manufacturer 

has more than one distributor, Purchasing will seek competition 

only from those distributors.) 

 

C. Category – Only product or material that will meet the requirements of the 

intended use although other like items exist: 

 

1. What other manufacturers did you evaluate?  Please identify the 

manufacturer and the product or material deficiencies that lead to 

their disqualification.  Include all vendor quotations. 

 

2. If this product or material is superior to all others, state the 

reason(s) why.  Give specific characteristics, capabilities and 

properties. 

 

3. State why the specific superior characteristics, capabilities and 

properties identified above are necessary for your particular 

requirement. 

 

4. Provide other supporting research to document the need for only 

this specific manufacturer, if applicable. 

 

D. Category – Regional support or service of needed equipment: 

 

1. Is this the only known vendor to support or service this type of 

product or equipment in this region? 

 

2. If yes, provide support of your need for immediate service as the 

primary requirement for vendor selection when purchasing new 

product or equipment.  Note – This alone will not qualify as sole 

source if there are other manufacturers which sell and service 

similar products in this region.  Additional support would be 

required above. 
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E. Category – Service providers: 

 

1. Is this the only known vendor that provides maintenance or repair 

services for existing products or equipment? 

 

2. If another type of service is needed, explain why no other vendor is 

acceptable. 

 

F. What are the consequences of not securing this specific item, product or 

service from the requested source? 

 

G. Provide any additional information not furnished above that supports your 

specific requirements necessitating sole source purchase. 
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TIME SENSITIVE PURCHASES 
 

I. Purpose 

 

In those situations where delay due to the time required for competitive 

solicitation would be detrimental to the City’s best interest, the City Manager (or 

designated representative) may authorize the Purchasing Division to proceed with 

time sensitive purchases without obtaining competitive pricing.  The Project 

Manager shall complete the appropriate Exemption Approval Form (see 

Appendix L) and include it in the supporting documents for the procurement. 
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PIGGYBACK CONTRACTS 
 

I. Definition 

 

A procedure for procuring goods or services by using a contract of another local 

government, the City of St. Augustine or another public entity where such 

contract award is based on a competitive Request for Bid, Request for Proposal or 

Request for Qualifications. 

 

II. Guidelines and Requirements 

 

The following guidelines and requirements relate to piggyback procurements.  All 

such procurements must be approved by the General Services Director and/or 

Procurement Manager in advance of use. 

 

A. The contract for the procurement requested for piggybacking must have 

satisfactorily been through a competitive selection process which is 

substantially equivalent to that of the City of St. Augustine. 

 

B. The Procurement Manager will obtain verification from the agency issuing 

the original contract on which the City seeks to piggyback that such 

agency employed competitive Request for Bid, Request for Proposal or 

Request for Qualifications which are substantially similar to the 

competitive procedures used by the City, that the agency used such 

competitive procedures in awarding the original contract and that the 

agency actually awarded the original contract. 

 

C. The City must enter a separate contract (Letter Agreement) with the 

proposed piggyback vendor which includes a scope of work or description 

of services or items and cost terms which substantially follow the terms of 

the original contract. 

 

D. The Procurement Manager shall determine that the use of the original 

contract serves the financial interests of the City and satisfies the intent of 

the City’s competitive bidding requirements. 

 

E. The proposed vendor must be properly registered with the Purchasing 

Division with Vendor Application and IRS Form W-9 on file. 



 
 35 

PROFESSIONAL SERVICES 
 

I. Policy Statement 

 

The City of St. Augustine routinely requires the use of professionals, as identified 

by Florida Statute 287.055, in various projects throughout the city. 

 

II. Purpose 

 

The City of St. Augustine shall solicit professional services as required in the 

Consultants’ Competitive Negotiation Act as further outlined in Florida Statute 

287.055, “Acquisition of professional architectural, engineering, landscape 

architectural or surveying and mapping services.” 

 

III. Legal Notices 

 

Legal notices soliciting professional services under the Consultant’s Competitive 

Negotiation Act should be advertised in a publication of regional circulation for a 

minimum of ten (10) business days. 

 

IV. Review Committee 

 

A staff review committee shall be selected to evaluate responses and shall be 

composed of a minimum of three pertinent technical and professional staff from, 

the following areas: 

 

• User Department (Department in charge of project). 

 

• Other City Department Administration 
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DESIGN-BUILD PROJECTS 
 

I. Policy Statement 

 

The City, in an effort to continuously become more effective and efficient, 

promotes the use of design-build projects for the enjoyment of reducing time and 

costs, and adding quality to public construction projects. 

 

A Design-Build Contract is a single contract with a design-build firm for the 

design and construction of a public construction project. 

 

A design-build firm means a partnership, corporation or other legal entity which: 

 

A. Is certified under Florida Statutes, Section 489.119, to engage in 

contracting through a certified or registered general contractor or a 

certified or registered building contractor as the qualifying agent or, 

 

B. Is certified under Florida Statutes, Section 471.023, to practice or to offer 

to practice engineering, certified under Florida Statutes, Section 481.219, 

to practice or offer to practice architecture, or certified under Florida 

Statutes, Section 481.319, to practice or offer to practice landscape 

architecture. 

 

Design Criteria Package means 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 a response to the request for proposals, or to permit the 

City to enter into a negotiated Design-Build Contract.  The Design Criteria 

Package shall specify 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 layout and conceptual design criteria for the project, cost or 

budget estimates, design and construction schedules, site development 

requirements, provisions for utilities, storm water retention and disposal, and 

parking requirements applicable to the project. 

 

Design Criteria Professional means a person or firm which holds a current 

certificate of registration under Chapter 481, Florida Statutes, to practice 

architecture or landscape architecture, or a person or firm who holds a current 

certificate as a registered engineer under Chapter 471, Florida Statutes, to practice 

engineering and who is employed by or under contract  to the City for the 

providing of professional architect services, landscape architect services, or 

engineering services in connection with the preparation of the Design Criteria 

Package. Firm means any individual, firm, partnership, corporation, association, 

or other legal entity permitted by law to practice architecture, landscape 

architecture or engineering in Florida. 



 
 37 

 

 

II. Purpose 

 

A. Design Criteria Package 

 

1. All design-build projects require a Design Criteria Package that 

shall include the requirements set forth in subsection (2)(j) of the 

Consultants’ Competitive Negotiation Act. 

 

2. The Design Criteria Package shall be prepare and sealed by a 

Design Criteria Professional employed or retained by the City. 

 

3. In the event the City elects to enter into a professional services 

contract for the preparation of the Design Criteria Package, the 

Design Criteria Professional must be selected and contracted with 

in accordance with the requirements of sections (4) and (5) of the 

Consultants’ Competitive Negotiation Act. 

 

4. A Design Criteria Professional who has been selected to prepare 

the Design Criteria Package shall not be eligible to render services 

under a design-build contract executed pursuant to the Design 

Criteria Package. 

 

5. If the City elects to use the qualifications-based selection process 

to award a design-build contract, the City shall employ or retain a 

licensed design professional appropriate to the type of construction 

project to serve as the City’s representative during the selection of 

the design-build firm. 

 

B. Design Build Contract  

 

1. Public Announcement:  The City shall publicly announce, in a 

uniform and consistent manner, the need of design criteria 

professional services and/or design-build services, except in cases 

of valid public emergency as declared by the City.  The 

announcement shall include a general description of the project, 

procedures for obtaining the request for proposals and how, and 

the time within which interested design criteria professionals 

and/or design-build firms may apply for consideration. 

 

2. The City shall award design-build contracts by the use of a 

competitive proposal selection process as described herein or by 

the use of a qualifications-based selection process pursuant to 

sections (3), (4) and (5) of the Consultants’ Competitive 

Negotiation Act for entering into a contract whereby the selected 
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firm will subsequently establish a guaranteed maximum price and 

guaranteed completion date.  The City Manager shall designate the 

use of the competitive proposal selection process or the 

qualifications-based selection process for each individual City 

design-build project. 

 

3. If the City elects the option of qualifications-based selection, the 

City shall, during the selection of the design-build firm, employ or 

retain a licensed design professional appropriate to the project to 

serve as its representative. 

 

4. If the City elects the option of the competitive proposal selection 

process, the request for proposals must include, at a minimum, the 

following: 

 

a. A Design Criteria Package for the design and construction 

of the public construction project. 

 

b. The qualification and selection of no fewer than three (3) 

design-build firms as the most qualified, based on 

qualifications, availability and past work of the firms, 

including the partners or members. 

 

c. The criteria, procedures and standards for the evaluation of 

design-build proposals or bids based on price, technical and 

design aspects of the public construction project, weighted 

for the project. 

 

d. The solicitation of competitive proposals, pursuant to a 

Design Criteria Package, from those qualified design-build 

firms and the evaluation of the responses or bids submitted 

by those firms based on the evaluation criteria and 

procedures established prior to the solicitation of 

competitive proposals. 

 

e. For consultation with the employed or retained Design 

Criteria Professional concerning the evaluation of the 

responses or bids submitted by the design-build firms, the 

supervision or approval by the City of the detailed working 

drawings of the project; and for evaluation of the 

compliance of the project construction with the Design 

Criteria Package by the Design Criteria Professional. 

 

f. Selection of a staff review committee with a minimum of 

three (3) members consisting of at least one City Manager 

designee, a representative of the requesting department, and 
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the General Services Director.  It is recommended that a 

professional engineer be included within the staff review 

committee. 

 

g. In the case of public emergencies, for the City to declare an 

emergency and authorize negotiations with the best 

qualified design-build firm available at that time. 

 

III. Procedure 

 

A. Advertisement 

 

Advertise, at minimum in the local newspaper, the forthcoming design-

build project, which shall include a general description of the design-build 

project.  In addition, the announcement should include a brief statement of 

the required qualifications of the design-build firm and establish a 

deadline for submittal of a Statement of Qualifications. 

 

B. Pre-Qualifications 

 

1. Prior work experience and performance as a design-build team of 

the submitting firm.  Previous work together is a primary factor. 

 

2. Key personnel and respective qualifications. 

 

3. Compliance with all certifications, licenses and insurances required 

to design, permit and construct the project. 

 

4. Financial capacity of the firm. 

 

5. Availability to start the project in timely manner and complete it 

on schedule. 

 

6. Previous work experience on projects of similar cost and 

complexity. 

 

7. Home office location. 

 

C. Qualified List 

 

The Staff Review Committee evaluates all submittals and establishes a list 

of qualified design-build firms to whom a Design Criteria Package, and 

Request for Proposal (RFP) will be issued. 

 

  D. Request for Proposals Response Content 
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1. The interested pre-qualified firms shall submit, in a sealed 

package, a proposed design, preliminary project schedule, and all 

other items as required within the RFP. 

 

2. In addition, the qualified firms shall submit, in a SEPARATE 

sealed-envelope, a price proposal for the project, as identified 

within D.1. 

 

E. Staff Review 

 

The selection procedure for evaluating the submitted RFP’s may include, 

but are not limited to, the following: 

 

1. Scoring or judgmental ranking based on the RFP Response 

Content. 

 

2. Short listing. 

 

3. Oral presentations by the firms. 

 

4. Quantity and scope of non-conforming conditions attached to the 

submitted proposal. 

 

5. Quality and adaptability of material, supplies and a value analysis 

of the price proposal. 

 

F. Recommending of Award 

 

The Staff Review Committee, utilizing any or all of the information 

contained in Section E, will develop a ranked list for considerations of 

award. 

 

G. Award 

 

The Staff Review Committee will forward the ranked list with a 

recommendation of award to the City Manager.  After review and 

concurrence, the City Manager may execute any contract with a value of 

$250,000 or less and advise the City Commission of such action.  If the 

contract is $250,000 or more, the City Manager shall seek City 

Commission authorization for execution of the contract. 
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CREDIT CARDS 
 

I. Policy Statement 

 

To establish a Credit Card Program for the procurement of commodities and 

related services, to delegate the authority to the City Manager or designee to 

assign purchasing cards to appropriate staff, and to authorize the procurement 

responsibility to authorized City employee cardholders. 

 

II. Purpose 

To provide users an efficient, convenient, and effective method of purchasing and 

paying for goods and services. 

 

A. To purchase goods and services not to exceed $5,000.00 per purchase.  

The General Services Director will authorize, in writing, all purchases 

more than $5,000.00 via Emergency/Sole Source/Quote Exception/ Time 

Sensitive Approval Form (see Appendix L). 

 

B. To reduce the use of other purchasing methods. 

 

C. To reduce the time spent processing routine transactions. 

 

D. To ensure that the City recovers any expenses from inappropriate use of 

the Credit Card. 

 

E. Departments should not use this credit card for items that can be 

purchased at Home Depot, Lowes, Walmart, Publix, Staples, or Office 

Depot at the city has cards/or accounts set up at these businesses where we 

are NOT charged a sales tax.  

 

F. Credit cards should only be used, after the department director approves 

the purchase, some examples can include: 

 

1. To purchase goods that are needed only on an emergency basis. 

2. To purchase items that are hard to purchase basis. 

3. Schooling (To preregister for courses, hotels, rental cars, airplanes, 

etc.) 

 

Note: Paying any sales tax should be avoided at all times.  

 

III. Procedure 

 

A. The General Services Director will authorize, in writing, all users of the 

Credit Cards.  
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1. Departments, other than those listed below, will request in writing, to 

the General Services Director to be issued a city credit card. The 

following department directors are automatically issued credit card for 

their departments use:   

 

a. City Manager.  

b. City Manager Administration. (The use of this card includes the 

City Attorney, City Managers Office, City Clerk, Human 

Resources and Neighborhood Services & Community 

Redevelopment Agency). 

c. Communications 

d. Finance 

e. Fire Department 

f. Police Department 

g. General Services 

h. Planning and Building 

i. Public Works 

j. Utilities 

 

2. Other Divisions authorized a credit card are: 

 

a. VIC Gift Shop. (To be used for purchasing items to be sold). 

b. Purchasing. (To be used as a back-up for other departments and 

during emergency events such as hurricanes and severe storms). 

c. Police Department Purchasing. 

d. Police Department Training and Travel 

e. Information Technology 

f. Utilities Operations 

 

3. If approved, The General Services Group Manager will coordinate the 

acquisition of and disbursing the credit card.  

 

4. All credit cards should be kept in a safe and secure location. Losing a 

credit card may result in some form of disciplinary action including 

dismissal. If a credit card is lost immediately inform the General 

Services Group Manager. 

 

5. All credit cards should be used for properly authorized city purchases 

and NEVER for personal use. Misusing a credit card will result in 

some form of disciplinary action including dismissal.   

 

B. The Cardholder shall: 

 

1. Sign a Credit Cardholder Agreement (refer to Attachment A). 
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2. Immediately notify the General Services Group Manager if the card is 

lost or stolen. 

 

3. Monitor monthly Credit Card activity during monthly budget review. 

Immediately report all disputed charges to the Purchasing Division. 

 

4. Ensure all purchases follow the procurement thresholds outlined in this 

handbook. 

  

5. Notify vendors or merchants that the Credit Card transaction should be 

exempt from Florida Sales and Use Tax (IRS Tax Identification #59-

6000420) if it is used for the purchase of goods or services in the State 

of Florida. Copies of the tax exemption form can be provided through 

the Purchasing Division. 

 

6. Receive and inspect all ordered goods and services. 

 

7. Verify correctness of accounting/receipt information. 

 

8. Immediately submit all transaction documentation, with the 

appropriate charge number(s), to the Purchasing Division or 

corresponding Department Head, which substantiates the transaction 

(i.e., sales receipt, charge slip, receiving slip, credit receipt, etc.). 

 

9. Ensure no purchase is divided or subdivided to circumvent those 

transaction limits established for individual purchasing cards. 

 
Note: The credit card is to be used for authorized City purchases only. The credit card shall not be 

used for any personal use. Cardholders who violate this Policy are subject to disciplinary action 

including dismissal. 

 

C. The Purchasing Division in coordination with the Finance Department 

shall: 

 

1. Provide Credit Cards to authorized cardholders for temporary use and 

maintain Credit Card Holder Agreements (Attachment A). 

 

2. Monitor all Credit Card activity and immediately report any invalid 

activity. 

 

3. Collect Credit Cards from retiring or terminating cardholders. 

 

4. Coordinate all functions of the Credit Card system with the General 

Services Director. 
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5. Maintain Merchant Category Code (MCC) allowances and 

restrictions to ensure only authorized City purchases are made.   
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Attachment A 

 
City of St. Augustine 

Credit Cardholder Agreement 
 

Requirements for use of a Municipal Credit Card: 

 

1. The credit card is to be used only to make purchases at the request of, and for the legitimate 

business benefit of, the City of St. Augustine, Florida. 

 

2. The credit card must be used in accordance with the provisions of the Credit Card Policy 

established by the City of St. Augustine, as attached hereto. 

 

Violations of these requirements may result in revocation of use privileges.  Employees found to 

have inappropriately used the credit card will be required to reimburse the City of St. Augustine 

for all costs associated with such improper use through direct payment or payroll deduction.  

Disciplinary action(s) may be taken per the City's Personnel Policies, up to and including 

termination.  The City of St. Augustine will investigate and commence, in appropriate cases, 

criminal prosecution against any employee found to have misused the credit card or who violates 

the provisions of the cardholder agreement. 

 

Credit Card Account Number: _____________________________________________________ 

 

Received By: ___________________________________________________________________ 

Name (Please Print) 

 

I acknowledge receipt of the attached Credit Card Policy and agree to abide by said Policy. 

 

 

Signature: __________________________________________ Date: _____________________ 

 

 

Signature: __________________________________________ Date: _____________________ 

  

Authorized by: Director General Services 

 

 

FOR PURCHASING USE ONLY 

Credit Card Returned 

 

 

Authorized Signature: _________________________________ Date: _____________________ 
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EMERGENCY PURCHASE ORDERS 
 

I. Policy Statement 

 

To address any unforeseen purchases resulting from extraordinary circumstances. 

 

II. Purpose 

 

The emergency purchase order allows for deviation of the normal Procurement 

Policies and Procedures. 

 

III. Procedure 

 

A. When necessary, emergency purchases may be made by telephone and a 

confirming purchase order will be subsequently issued to the vendor. 

 

B. To initiate an emergency purchase order, the requesting Department Head 

must call the General Services Director (or designated representative) for 

approval.  The Purchasing Department will then issue an appropriate 

emergency purchase order number. 

 

C. Information to be provided by the requester: 

 

1. Full description of needed item. 

 

2. Full explanation of the circumstances requiring the emergency 

purchase order. 

 

3. The account to which the item is to be charged. 

 

4. The suggested vendor or supplier. 

 

5. The estimated total cost of the purchase. 
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INTERDEPARTMENTAL REQUISITIONS 
 

I. Policy Statement 

 

The Purchasing Division maintains an inventory of commonly used operating 

supplies.  All departments are allowed to draw from this inventory as a need 

arises.  The interdepartmental requisition is the documentation necessary to 

account for the inventory release requests. 

 

II. Purpose 

 

Centralizing and stocking office supplies and equipment assures increased 

economic savings to the City by allowing for volume purchases.  The Purchasing 

Division maintains this inventory for the sole purpose of supplying the City with 

inventoried items as requested. 
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PURCHASE ORDERS 
 

I. Policy Statement 

 

To maintain an orderly and auditable system of purchases. 

 

II. Purpose 

 

A. Basic Function:  A purchase order authorizes the supplier to ship and 

invoice the requested materials and/or services. 

 

B. Implied Function:  Creates full documentation of all purchases. 

 

III. Procedure 

 

A. Only the Procurement Manager, General Services Group Manager or  

General Services Director have the authority to approve purchase orders.  

The Procurement Manager, as designated by the City Manager, has full 

responsibility for the proper issuing and administration of all purchase 

orders. 

 

B. All purchase orders are generated by the transferring of data from an 

electronic requisition. 

 

C. The procurement of any service to be done on City property (i.e. 

contractor) shall have the following paperwork submitted to the 

Purchasing Division prior to the issuance of a Purchase Order: 

 

1. Certificate of Liability Insurance with the City named as additional 

insured.  Certificate of Liability Insurance should include, at a 

minimum, an aggregate liability amount of $1,000,000. 

 

2. Certificate of Workers’ Compensation Insurance or Certificate of 

Exemption. 

 

D. Distribution of Form 

 

1. Original – Purchasing Division for Accounts Payable and status 

files. 

 

2. Copy – Vendor/Contractor.  Mailed/faxed/emailed directly to 

vendor for its records. 
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E. It is the requesting department’s responsibility to assure the Purchasing 

Division that all items received are in compliance with the terms, 

conditions, quality, and quantity requested by the purchase order (refer to 

the Receiving Reports Section). 

 

F. Invoices that do not match the purchase order are brought to the attention 

of the applicable Department Head.  The Department Head has the option 

to request payment information from the respective account clerks. 

 

G. Partial payments must be approved by the Department Head. 

 

H. Purchase Orders may be generated for the purpose of processing payment 

after order and receipt of goods or services if the following conditions 

apply:  

A. The total amount of the invoice is within the discretionary 

purchase threshold of $5,000.00. 

 

B. Receipt of the goods or services is acknowledged and noted 

on the invoice by the User Division / Department. 

 

I. Purchase Orders are also authorized for purchasing commodities or non-

professional services from a competitively solicited contract, State of 

Florida, or other Government Alliance contracts. Purchase Orders initiated 

under these circumstances must follow the solicited contracts current 

cost/fee schedule, deviations are not allowed.  
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PURCHASING REQUISITIONS 
 

I. Policy Statement 

 

To maintain an orderly and auditable purchase requisition system, the City shall 

establish written procedures and formats dictating responsibilities for informing 

the Purchasing Division of requests for services, materials, goods, etc. 

 

II. Purpose 

 

Maintaining a purchase requisition system will alert the Purchasing Division of 

departmental needs, while assuring conformity, efficiency, and maximum 

effectiveness of the procurement function.  

 

A. The preparation of specifications for technical equipment, plans, or 

designs is the responsibility of the requesting department; however, the 

Purchasing Division shall provide assistance when requested or needed.  

No specification will be changed or modified by the Purchasing Division 

without coordination with the requesting department/division. 

 

B. The Purchasing Division has authority to question the quality, quantity 

and kind of items requisitioned, in order that the best interest of the City 

may be served.  No changes will be made without the acceptance of the 

ordering department/division. 

 

C. Cooperation and understanding between departments/divisions is essential 

to the effective operation of the purchasing system. 

 

D. All qualified vendors must be afforded equal opportunity to submit bids 

and/or quotations and compete on equal terms. 

 

E. The City buys only from suppliers who have successfully completed all 

required documents as provided by the City.  The Purchasing Division will 

buy at the lowest and best cost consistent with the quality needed to meet 

the requirements of the City.  New sources of supplies are given 

consideration, as multiple sources of supplies are necessary to ensure 

availability of materials. 

 

III. Procedure 

 

A. Each department is responsible for submitting electronic purchase 

requisitions to the Purchasing Division far enough in advance of the actual 

date materials/services are needed to enable the following:  1) securing of 

competitive prices, 2) allow a timely processing of purchase orders, and 3) 

give vendors enough time to make delivery.  Each requisition must be 

authorized by the requesting Department Head.  In the event the 
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Department Head is absent, he or she will designate to the Purchasing 

Division the name of the person delegated the authority to sign the 

requisitions in his or her absence. 

 

B. The requesting department shall furnish full information relative to the 

proposed purchase.  This includes the quantity, make, year, model, 

estimated price, and/or type of equipment; also, whether or not it is a new 

installation, a replacement, or an addition to an existing installation.  In the 

case of a trade-in, the requesting department will furnish a full description 

of equipment to be traded, present mechanical condition, estimated cost of 

necessary repairs, and any other information to support justification for the 

trade to the General Services Director. 

 

C. The Purchasing Division will not proceed with any procurement until the 

funds have been properly identified and verified. 

 

D. All items that require advance payment shall be approved by the General 

Services Director. 

 

E. All requisitions for computer related equipment or electronics (example: 

television, etc.) must be approved by the Information Technology 

Manager.  Supplies, software, accessories, or equipment that is not a 

normal supply item must be requested by an Authorization for 

Computer/Software/Equipment or Electronics Acquisition (see Appendix 

D).  Authorizations must be approved by the Information Technology 

Division prior to submission to the Purchasing Division. 

 

The Information Technology Division evaluates the accessory or supplies 

for standardization, compatibility and effectiveness.  At that time, the 

approval for the requested item(s) is forwarded to the Purchasing Division. 

 

Any requisition that is forwarded to the Purchasing Division without prior 

approval by the Information Technology Manager will be returned to the 

originating department to be resubmitted properly. 

 

F. All capital outlay (fixed asset) items are approved in the Capital Outlay 

budget.  Any unbudgeted capital outlays must be approved by the City 

Manager or the Assistant City Manager and copy of approval must be 

attached to Authorization for Fixed Asset Acquisition (see Appendix D) 

when submitting requisitions for capital outlays. 

 

G. All requisitions for replacement of motor vehicles (i.e., automobiles, 

trucks, road machinery, scooters, etc.) are completed as outlined above 

and then routed to the Fleet Operations Supervisor.  Specifications for 

each vehicle are to be attached to the requisition.  The City identification 

number of the vehicle being traded or replaced must be identified on the 
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requisition.  All specifications relating to the purchase of motor vehicles 

must be approved by the Fleet Operations Supervisor and the initiating 

Department Head prior to being sent to the Purchasing Division. 

 

H. All requisitions for major building equipment, maintenance, repair or 

modification are completed as outlined as above and then routed to the 

Facilities Group Manager.  Specifications/alterations for the proposed 

work are to be attached to the requisition. All specifications/alterations 

must be approved by the Facilities Group Manager and the initiating 

Department Head prior to being sent to the Purchasing Division. 

 

IV. Financed Purchases 

 

All purchases under Section II of this Purchasing Manual are subject to 

compliance with the subsection within said Section II entitled “FINANCED 

ACQUISITIONS”. 
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DISADVANTAGED BUSINESS ENTERPRISES PROGRAM 
 

I. Policy Statement 

 

This section applies only to those contracts, agreements, or purchase orders which 

are funded by the Federal Transit Administration, US Department of 

Transportation or other funding source which requires compliance as a condition 

of the funding. 

 

The St. Augustine City Commission has established a Disadvantaged Business 

Enterprise (DBE) program in accordance with regulations of the U.S. Department 

of Transportation (DOT), 49 CFR Part 26.  The City has received Federal 

financial assistance from the Department of Transportation, and as a condition of 

receiving this assistance, the City has signed an assurance that it will comply with 

49 CFR Part 26. 

 

It is the policy of the City of St. Augustine to ensure that DBEs as defined in Part 

26, have an equal opportunity to receive and participate in DOT-assisted 

contracts.  It is also the City’s policy: 

 

A. To ensure nondiscrimination in the award and administration of DOT-

assisted contracts; 

 

B. To create a level playing field on which DBEs can compete fairly for 

DOT-assisted contracts; 

 

C. To ensure that the DBE program is narrowly tailored in accordance with 

applicable law; 

 

D. To ensure that only firms that fully meet 49 CFR Part 26 eligibility 

standards are permitted to participate as DBEs; 

 

E. To help remove barriers to the participation of DBEs in DOT-assisted 

contracts; 

 

F. To assist the development of firms that can compete successfully in the 

marketplace outside the DBE program. 

 

The City Manager has been designated as the DBE Liaison Officer.  In that 

capacity, the City Manager is responsible for implementing all aspects of the DBE 

program.  Implementation of the DBE program is accorded the same priority as 

compliance with all other legal obligations incurred by the City of St. Augustine 

in its financial assistance agreements with the Department of Transportation. 

 

The City of St. Augustine has disseminated this policy statement to all the 

components of our organization.  We have distributed this statement to DBE and 
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non-DBE business communities that perform work for us on DOT-assisted 

contracts.  This dissemination is accomplished through the inclusion of this 

document in all contracts and agreements. 

 

II. Purpose 

 

The purpose of this program is to ensure that the City of St. Augustine will never 

intentionally exclude any person from participation in, deny any person the 

benefits of, or otherwise discriminate against anyone in connection with the award 

and performance of any contract covered by 49 CFR Part 26 on the basis of race, 

color, sex or national origin. 

 

III. Procedure 

 

The City of St. Augustine’s Disadvantaged Business Enterprise (DBE) Program is 

hereby incorporated into and made a part of the City of St. Augustine 

Procurement Policies and Procedures Manual by reference.  A copy of the 

complete DBE Program and Goals is attached (see Appendix E). 
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OWNER DIRECT PURCHASES 
 

I. Policy Statement 

 

The City of St. Augustine intends to facilitate the purchase of materials and 

equipment required for certain construction projects in order to gain additional 

savings from its tax-exempt status. 

 

II. Purpose 

 

The purpose of this section is to establish the responsibilities and duties of the 

Purchasing Division regarding utilization of Owner Direct Purchases (ODPs) to 

achieve savings on the purchase of materials and equipment for use in City 

construction projects. 

 

III. Procedure 

 

The City reserves the right to require the Contractor to assign some, or all, its 

subcontracts or other agreements with material suppliers directly to the City.  This 

process will be referred to as Owner Direct Purchases (ODP), and is a method that 

may be utilized to create savings for the City.  This saves the amount of the 

Florida sales tax, (currently 6%) when the City purchases material/equipment 

required for a construction project directly from the manufacturer/supplier 

(material/equipment cost only), and simultaneously decreases the amount of the 

contract for the cost of the materials/equipment, plus the sales tax.  These 

purchases shall be exempt from the City’s Purchasing Policy.  The contract cost 

reduction is accomplished through the construction change order process.  

Additional savings may also be realized if the City negotiates a cost reduction for 

the associated reduced premium cost for the project price guarantee, (e.g. 

performance and payment bond(s), irrevocable letter of credit, bank check, etc.). 

 

A. The Contractor will include the cost of all construction materials and 

equipment as specified in the Contractor’s Bid Price.  The Bid Price will 

also include all Florida State sales taxes normally applicable to such 

materials and equipment.  If the City elects to make Owner Direct 

Purchase, the responsibilities of the City and the Contractor shall be 

governed by this Section.  All clerical, administrative, management, 

supervisory, inspection handlings, storage, and other cost, necessary for 

the Contractor to comply with Owner Direct Purchases are included in the 

Bid Price. 

 

B. The Contractor shall require major subcontractors to comply with these 

procedures. 

 

C. The Contractor shall furnish the City with a Requisition identifying each 

item of material or equipment to be purchased by the Contractor for the 
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project.  This form shall be acceptable to the Project Director and the 

Engineer of Record.  The Requisition shall include the following: 

1. The name, address, telephone number, Federal Employment 

Identification Number (FEIN) and contact for the supplier. 

 

2. Manufacturer or brand, model or specification number of the item. 

 

3. Quantity needed as estimated by the Contractor, or its 

Subcontractor and Suppliers. 

 

4. The price quoted by the Supplier for the material or equipment in 

question. 

 

5. Any sales tax associated with such quote. 

 

6. Shipping, handling and insurance costs. 

 

7. Delivery date as established by the Contractor, or its Subcontractor 

and Suppliers. 

 

8. Special terms and conditions which have been negotiated with the 

Supplier relative to payment terms, discounts, rebates, warranty, 

credits, or other terms and conditions which will revert to the City. 

 

9. Statement with the submittal control number that materials have 

been reviewed and approved by Architect and Engineer during the 

shop drawing submittal process. 

 

D. Promptly upon receipt of a Requisition, the Contractor will be notified of 

those items the City does not choose to purchase and becomes responsible 

for their purchase.  The City will award a Purchase Order for the items 

which the City chooses to purchase.  The Purchase Order shall require that 

the Supplier provide any necessary shipping and/or handling 

costs/charges.  The Purchase Order shall also require the delivery on the 

dates provided on the Requisition.  A copy of each Purchase Order will be 

sent to the Contractor, in order to verify that items ordered are in 

accordance with the required terms and delivery dates. 

 

E. The Contractor shall prepare, and the City shall execute, deductive Change 

Orders, in order to reflect purchases that are made by the City.  The 

amount of the deduction shall be based on the Purchase Order, plus sales 

tax avoided.  These Change Orders must be executed before the related 

Purchase Order will be paid. 

 

F. Nothing in this Section shall alter or modify the procedures for submission 

of shop drawings and other submittals by the Contractor. 
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G. The Contractor shall be fully responsible for the receipt and acceptance of 

Owner Direct Purchase items.  At a minimum, the Contractor shall verify 

correct quantities, verify documentation, coordinate and expedite delivery, 

obtain and verify warranties required by the Contract Documents, inspect 

and accept each item at the time of delivery, unload, handle, and store the 

items.  Owner Direct Purchases by the City in no way relieves the 

Contractor of complying with specification requirements, coordination, 

protection, scheduling, or warranty. 

 

H. As Owner Direct Purchase items are delivered to the jobsite, the 

Contractor shall visually inspect all shipments, and approve the Supplier’s 

shipping documents.  The Contractor shall assure that each delivery 

document identifies the Purchase Order against which delivery is made. 

 

I. The Contractor shall inspect Owner Direct Purchase items prior to 

acceptance.  If the Contractor discovers defective or non-conforming 

items, the Contractor shall not utilize such items in the project, and shall 

promptly notify the City, and assist the City in obtaining repair or 

replacement of the item.  The Contractor shall be fully responsible if the 

Contractor fails to perform such inspection or otherwise accepts defective 

or non-conforming material or equipment.  The Contractor shall ensure 

that materials requisitioned have been reviewed by the Architect and 

comply with specifications. 

 

J. The Contractor warrants Owner Direct Purchase items the same as all 

other materials and equipment furnished by the Contractor, and nothing in 

this Section shall alter or modify the Contractor obligations under the 

Contract relative to warranties. 

 

K. The Contractor shall purchase and maintain Builder’s Risk insurance 

sufficient to protect against loss or damage to Owner Direct Purchase 

items.  Such insurance shall cover the full value of any Owner Direct 

Purchase items not yet incorporated into the project starting from the 

moment of material delivery to the project site. 

 

L. The Contractor shall be liable for any interruption or delay in connection 

with Owner Direct Purchase items. 

 

M. The Contractor shall provide the City’s representative with a monthly 

report documenting the amount and nature of Owner Direct Purchase 

items accepted by the Contractor.  The Contractor shall match all material 

and equipment to purchase orders, invoices, delivery tickets, and 

inspection and acceptance reports.  The Contractor shall also obtain lien 

waivers and other releases from Suppliers.  Upon receipt of appropriate 

documentation from the Contractor, payments will be made directly by the 
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City to the appropriate supplier, in accordance with the Purchase Order’s 

terms and conditions. 

 

N. The Contractor shall maintain records of all City Owner Direct Purchase 

items incorporated into the Work.  These records shall be available for 

inspection by the City upon request. 

 

IV. Financed Purchases 

 

All purchases under Section II of this Purchasing Manual are subject to 

compliance with the subsection within said Section II entitled “FINANCED 

ACQUISITIONS”. 
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RECEIVING REPORTS 
 

I. Policy Statement 

 

To assure vendor compliance with all purchase orders and initiate the payment 

process, the receiving department will provide the Purchasing Division with a 

fully completed Receiving Report (see Appendix F) upon full receipt and 

acceptance of the requested order. 

 

II. Purpose 

 

The completion of Receiving Reports provides the City with the following: 

 

A. A written record of all received items, goods, or services. 

 

B. Notification of any shortages, back orders, or discrepancies. 

 

C. An authorization to proceed with payment. 

 

III. Procedure 

 

A. Upon receipt of the ordered items and/or services the City accepted 

quantity will be verified against the ordered quantity. 

 

B. The Receiving Agent will complete the Receiving Report by signing and 

dating it as acknowledgement of the items and/or services received. 

 

C. Upon completion of Sections A and B, the Receiving Agent will submit 

the report to the Procurement Specialist. 

 

D. All annotations relevant to loss or damage should be made on the 

Receiving Report prior to submission. 

 

E. Partial receipts/back orders – partial payments. 

 

1. The Receiving Agent must hold the Receiving Report until the 

complete order is received. 

 

2. Written justification for providing a partial payment to the vendor 

must be provided to the Procurement Specialist along with proof of 

receipt of a partial order (i.e., bill of lading or shipping invoice). 

 

3. Upon receipt of the balance of the order, the Receiving Agent will 

transmit the Receiving Report to the Procurement Specialist. The 

Purchasing Agent will verify final quantities and forward the 

Receiving Report to the Accounting Division for final disposition. 
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F. Discrepancies – Shortages 

 

1. The Receiving Agent must inform the Procurement Specialist of 

any discrepancies or shortages with any shipment or delivery. 

 

2. The full extent of the damage/discrepancy will be made known to 

the Procurement Specialist immediately upon receipt. 

 

3. All written reports must transmit the following information: 

 

a. Name of carrier and the signed annotated original freight 

bill by the driver and Receiving Agent. 

 

b. Purchase order number and date. 

 

c. Vendor’s name. 

 

d. Invoice number and date, if available. 

 

e. Extent of damage, amount of shortage. 

 

G. The procedure dictated under “F” above shall be followed for lost 

shipments. 

 

H. The department/division receiving the merchandise is responsible for 

promptly unpacking and carefully inspecting shipments.  All discrepancies 

as cited above must be reported immediately. 

 

I. Comments regarding products or vendor performance should be made to 

the General Services Director. 

 

J. Vendor complaint forms should be completed and forwarded to the 

Purchasing Division for proper disposition. 
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FIXED ASSET ACQUISITION, DISPOSAL, AND TRANSFERS 
 

City of St. Augustine divisions/departments wishing to obtain, dispose, and/or transfer capital 

outlay materials are required to submit appropriate form to the General Services Director and 

obtain approval for that transaction prior to the purchase, disposal, or transfer.   

 

The forms needed for these actions are presently available on-line via U-Drive. 

 

Authorization for Fixed Asset Acquisition (see Appendix D) 

 

1. Replacement – Item already owned by division/department and being replaced due to age, 

malfunction, etc. 

a. This category will also require the disposal form for the replaced item to accompany 

submission. 

2. Upgrade – Obtaining item/materials that will improve the existing fixed asset. 

3. Incremental – Brand new item not presently owned or in system. 

a. The threshold for items to be designated as capital outlay materials (fixed assets)    

      is Five Hundred dollars ($500.00) with the exception of computer hardware and fixtures.   

All major information technology (IT) components such as laptops, CPU towers,      

monitors, servers, etc. must be listed and tagged as fixed assets.      

4. Budgeted or Non-Budgeted – Was item foreseen as needed while preparing budget for 

present fiscal year?  Is the item reflected on budget sheet? 

a. If Non-Budgeted (item not foreseen during budget preparation), then budget transfer 

forms to 53515 or 56640 accounts must accompany the acquisition form. 

 

Authorization for Fixed Asset Disposal (see Appendix H) 

 

1. City I.D. – the City of St. Augustine Fixed Asset tag adhered to the item. 

2. Acquisition Date and Cost – May be obtained via fixed asset inquiry in the Munis System.  

The Purchasing Division can provide this information to those without access to Munis. 

3. Method of Disposal – Check only if positive about the method.  The General Services 

Director will determine if unsure. 

4. Electronic Media Sanitation and Disposal 

All electronic media that has held sensitive/personal information shall be sanitized by the 

Information Technology (IT) Division prior to fixed asset disposal approval by the General 

Services Director. Sanitization methods vary according to device use, and it is important to 

utilize the appropriate removal method.   

 

I. Electronic media devices from St Augustine’s Police, Finance, Human Resources, and 

Legal Departments shall utilize the adopted Criminal Justice Information Services 

(CJIS) Media Protection accreditation standard utilized by the Police Department. This 

standard ensures all sensitive/personal data is permanently removed from electronic 

devices. 
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II. Documentation of Disposal – All serial numbers of data storage devices (if available) will 

be documented, and a sanitization/destruction document will be completed and approved 

by the IT division, prior to destruction of the media. No physical media is to leave IT 

custody without proper documentation and a written agreement with the destruction 

parties or vendors.  

 

Per CJIS Media Protection standard, these devices shall be: 

• Sanitize, that is, overwrite at least ten times prior to disposal utilizing “WipeDrive” or 

software with similar functionality.  

• Inoperable electronic media shall be destroyed (cut up, shredded, etc.).  

• Maintain written documentation of the steps taken to sanitize and destroy electronic 

media.  

• Ensure the sanitization or destruction is witnessed by a law enforcement officer 

when/as required to maintain accreditation. 

 

III. Electronic media devices from Departments not listed shall be sanitized in a manner that 

ensures all data is permanently erased from electronic devices.   

 

Disposal of Physical Media 

Physical media as defined in the Departments above, shall be destroyed by (cut up, 

shredding, puncture, physical destruction, incineration, etc.). Only authorized vendors with 

whom the agency has a contract and have successfully completed security awareness training 

and fingerprinting will be utilized for the destruction of physical media. All disposal and 

destruction shall be witnessed or carried out by authorized law enforcement personnel when 

required to maintain accreditation. 

 

Authorization for Fixed Asset Transfer (see Appendix G) 

 

1. City I.D. – The City of St. Augustine Fixed Asset tag adhered to the item. 

2. Acquisition Date and Cost – May be obtained via fixed asset inquiry in the Munis 

System.  The Purchasing Division can provide this information to those without access to 

Munis. 
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SUPPLIES, MATERIALS, AND PUBLIC AUCTIONS 
 

I. Policy Statement 

 

The City of St. Augustine recognizes that there will be instances where surplus, 

inoperative, obsolete, or irreparable materials or equipment must be 

systematically disposed.  The Purchasing Division is charged with administering 

the disposal of all equipment deemed as such. 

 

II. Purpose 

 

The systematic disposal of surplus and obsolete materials serves several 

functions. 

 

A. Other City departments needing surplus equipment/materials may request 

those materials no longer needed by the department disposing of them.  

Such requests may be made by filing an Authorization for Fixed Asset 

Transfer form (see Appendix G) with the approval of the General Services 

Director. 

 

B. It provides the City revenue by: 

 

1. Selling the surplus. 

 

2. Selling as scrap. 

 

3. Using it as a “trade in” allowance. 

 

C. May provide worthy organizations (as determined by the City Manager or 

Designee) with in-kind responses to requests for unused materials or 

equipment to be used for the enhancement of civic activities.  Examples 

include, but are not limited to, office equipment and furniture, vehicles 

and public safety equipment. 

 

III. Procedure 

 

A. It is the responsibility of the General Services Director, to arrange for the 

disposal of any surplus materials, equipment, scrap, etc., in accordance 

with normal competitive conditions (i.e., auction). 

 

B. The General Services Director, shall approve the method of disposal.  For 

example: 

 

1. Interdepartmental transfers. 

 

2. Online internet auction (GovDeals.com or equivalent). 
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3. Sell as scrap. 

 

4. Apply value as a trade-in on an updated or newer item. 

 

C.  Auctions 

 

1. Disposing of materials, equipment, etc. 

 

a. The General Services Director, shall be notified of the need to 

dispose of surplus or obsolete personal City property (i.e., 

vehicles, vehicle parts, water meter parts, old tires, batteries, 

water meters, scrap metal etc.), or abandoned or Police 

confiscated materials if approved by City Attorney. 

 

b. The following information must be provided on an 

Authorization for Fixed Asset Disposal form (see Appendix 

H). 

 

i. Description and quantities. 

ii. Part numbers, serial numbers, and/or model numbers. 

iii. Original cost (if available). 

iv. Disposal justification. 

v. Year of purchase. 

vi. Suggested method of disposal. 

vii. City identification number (if available). 

 

2. Auction  

 

a. All items marked for sale will be listed on GovDeals (auction 

website or equivalent).  Items are listed for a minimum of 7 

days. Vehicle minimum bid is set by Fleet Manager.  

 

b. All sales are final.  No returns or refunds. 

 

c. All items sold are on an “as is” basis.  No warranties will be 

granted. 

 

d. All payments are made to GovDeals. Upon receipt of payment, 

GovDeals notifies COSA of funds collected and issues a Bill of 

Sale. 

 

e. Arrangements are made with the Buyer for pick-up of the item 

purchased.  
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f. City employees are eligible to participate in all City auctions 

and must register and bid through the GovDeals website.  

 

g. After the item is picked up, Finance is given the asset disposal 

paperwork and a copy of the signed Bill of Sale. 

 

h. GovDeals sends an electronic payment to Finance, twice 

monthly, and only after they are notified the items have been 

received by the buyer.  

 

i. Funds received for surplus/obsolete equipment via GovDeals 

sales are deposited into the originating departments fund.  
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VENDOR LIST AND APPLICATIONS 
 

I. Policy Statement 

 

To assure an accurate, current, comprehensive, and certified list of vendors and 

suppliers, including their applicable commodities, materials, and services. 

 

II. Purpose 

 

The vendors list is a current list of qualified vendors whose reputations, financial 

position, and price structures are adequate for consideration as a logical source of 

supply.  Specific portions of the list of vendors are available to departments 

wishing to evaluate a purchasing need.  The list will be used by the Purchasing 

Division as a mailing list for distribution of bid invitations, requests for proposals, 

and requests for quotes. 

 

III. Procedure 

 

A. Vendor Applications 

 

The City shall maintain an annual list of qualified vendors and contractors 

thus assuring sources for the varied commodities, services, and equipment 

needed by the City.  A vendor/contractor who would like to conduct 

business with the City is required to complete a Vendor Application form 

(see Appendix I), and an Internal Revenue Service (IRS) Form W-9, 

Request for Taxpayer Identification Number and Certification (see 

Appendix J), and submit them to the Purchasing Division for review. 

 

B. Removal of Vendors 

 

The General Services Director, is authorized to remove vendors and 

suppliers from the mailing list for reasons of nonperformance, failure to 

respond to three consecutive bid invitations, or other pertinent factors 

deemed legal, reasonable, and valid.  Any attempt to influence an award 

shall be primary justification for removal of a vendor from all mailing 

lists. 

 

C. Reporting Discrepancies 

 

Requesting departments must report to the Purchasing Division, by 

providing written notification, of any significant violation of a purchase 

condition by a vendor or supplier.  Upon such notification, the General 

Services Director, may remove the vendor or supplier from the mailing list 

and notify all departments to cease doing business with the vendor or 

supplier for such time as deemed necessary. 
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D. The Purchasing Division will provide all departments/divisions (upon 

request) with the current status of their requisitions and information 

concerning the delivery time of requested items. 

 

E. Administrative Review and Appeal 
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VENDOR SUSPENSION (NO BID) LIST 
 

I. Policy Statement 

 

Any material breach of the terms and conditions of the purchase order may result 

in the removal of a firm from any consideration for further purchases of goods 

and/or services.  In addition to the removal from the active vendors list, the firm 

will not be included in the mail-out of bid announcements. 

 

II. Purpose 

 

To indefinitely suspend, from the active vendors list, a vendor who violates the 

terms and conditions of the procurement documentation. 

 

III. Procedure 

 

A. The General Services Director, shall receive, evaluate, and dispose of any 

requests from user departments to consider suspension or removal of 

vendors in accordance with City policy. 

 

B. Violators may petition for reinstatement to the active vendors list 60 days 

after resolution of all outstanding matters.  This may be done by mailing a 

certified letter to the General Services Director. 

 

C. Violators who believe the suspension in unwarranted may petition, in 

writing, through a certified letter to the Assistant City Manager, for an 

administrative review.  This review will be promptly scheduled upon 

receipt of the request.  The attendance of an authorized representative of 

the vendor is mandatory.  The review panel will normally consist of the 

City Manager, the General Services Director, the Finance Director and the 

head of the department affected or their designee. 

 

D. All administrative hearings shall be subject to the State of Florida 

Sunshine Law. 
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STANDARDS OF CONDUCT – RELATIONSHIP WITH VENDORS 
 

  It is essential to the proper conduct and operation of government that public 

officials are independent and impartial, and public office not be used for private gain other than 

the remuneration provided by law.  The public interest, therefore, requires the law protect against 

any conflict of interest and establish standards for the conduct of elected officials and 

government employees in situations where conflicts may exist (see Florida Statute 112.311). 

 

  All employees, in compliance with the City of St. Augustine’s Personnel Policies, 

will maintain legitimate relationships with all vendors and/or suppliers.  Any degree of 

impropriety shall be substantial cause for the removal of any vendor/contractor from the bidding 

list.  All Purchasing Division personnel shall adhere to the standards described in Florida Statute 

112.313. 

 

FLORIDA STATUTE 112.313 

 

“Standards of Conduct for Public Officers and Employees of Agencies, and Local 

Government Attorneys” 

 

FLORIDA STATUTE 287.055 

 

“Consultants’ Competitive Negotiation Act” 

 

Note:  The General Services Director, will periodically review the applicable Florida Statutes to 

assure compliance. 
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PROCEDURES CONCERNING LOBBYING 
 

Bidders, proposers, and those intending to qualify must abide by the following 

requirements: A lobbying blackout period begins upon issuance or advertisement of the bid 

solicitation, request for proposal, request for qualifications or other method of competitive 

solicitation and continues until the City Manager, or designee, or Mayor executes a contract on 

behalf of the City. For all procurements, the blackout period starts when the bid solicitation, 

Request for Proposals or Request for Qualifications is issued and ends upon contract award. For 

any questions concerning a Bid/RFP/RFQ, a bidder or proposer must contact the person listed in 

the Bid/RFP/RFQ as the Contact Person or Point Person for the City. Bidders or proposers who 

do not abide by these rules are subject to having their Bid or Proposal or Qualifications 

automatically rejected, without further recourse, and shall be subject to debarment for a period of 

up to 12 months. 

 

 “Blackout” for the purposes of this policy refers to a time period during which 

vendors, contractors, consultants, or their agents or representatives may not communicate or 

lobby in any manner with City Commission members, the City Manager, or City staff, other than 

the designated purchasing contact, and to a time when City Commission members, the City 

Manager, or City staff, other than the designated purchasing contact, shall not communicate in 

any manner with vendors, contractors, consultants, or their agents or representatives, regarding 

potential contracts with the City. The blackout period begins once an invitation to bid, request 

for quotes, request for proposals, invitation to negotiate, or request for qualifications has been 

issued. 

 

 Any such communication shall disqualify the vendor, contractor, or consultant 

from responding to the subject invitation to bid, request for quotes, request for proposals, 

invitation to negotiate, or request for qualifications. 
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CITY OF ST. AUGUSTINE 

COMMUNITY DEVELOPMENT BLOCK GRANT PROGRAM 

(CDBG) PURCHASING POLICY 
INCLUDING THE MINORITY BUSINESS ENTERPRISE POLICY 

 

Section 1                   PURPOSE 

This policy is adopted to assure that all contracts for commodities and services for the 

Community Development Block Grant Programs are obtained efficiently and effectively in free 

and open competition and through the use of sound procurement practices.  All City staff and 

other persons (subgrantees or contractors) with designated responsibility for the administration 

of CDBG award contracts are responsible for ensuring compliance with all applicable federal 

and state laws and regulations.  These include but are not limited to:  OMB Circular A-102, 

attachment O; 2 CFR Part 200; s. 255.0525 and 287.055 Florida Statutes, Chapter 73C-23 

Florida Administrative Code. 

 

Section 2                     APPLICATION OF POLICY 

This policy shall apply to contracts or agreements for the procurement of all materials, supplies, 

services, construction and equipment for any Community Development Block Grant Program 

solicited or entered into after the effective date of this policy. 

 

Section 3                    PURCHASING OFFICER 

The City Manager shall serve as the central purchasing officer (the “Purchasing Officer”) of the 

City of St. Augustine for all contracts or agreements described in Section 2. 

 

Section 4                     PURCHASING AND CONTRACT AWARD PROCEDURES 

 

Section 4.01                PURCHASING CATEGORIES; THRESHOLD AMOUNTS 

Except as to Sole Source Purchases (Section 4.06) and Cooperative Purchasing (Section 4.07), 

all purchases and contract awards are to be made subject to the provisions of the appropriate 

Section according to the following threshold amounts: 

A.  Direct Purchases (Section 4.02) ......................................................$        1.00 to $5,000.00 

B.  Written Quotations (Section 4.03) ...................................................$ 5,001.00 to $50,000.00 

C.  Competitive Sealed Bids/Proposals  (Section 4.04 & 4.05).............$50,001.00 and above 

 

Section 4.02                  DIRECT PURCHASES 

The purchase of commodities, equipment and services which cost less than the threshold 

authorized in Section 4 does not require solicitation of quotes or bids. Direct purchases shall be 

authorized by the Purchasing Officer or his/her designee. 
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Section 4.03                 WRITTEN QUOTATIONS 

The purchase of goods and services which cost within the range authorized for written quotations 

in Section 4 shall require competitive written quotations from three or more vendors.  The 

quotations shall be obtained by the Purchasing Division and shall be reviewed and awarded by 

the Purchasing Officer or his/her designee. 

 

Section 4.04                COMPETITIVE SEALED BIDS/PROPOSALS 

1. Conditions for Use.  All contracts for purchases of a single item, services or aggregate in 

excess of the established base amount for Competitive Sealed Bids/Proposals in Section 

4.01, where price, not qualifications, is the basis for contract award, shall be awarded by 

competitive sealed bidding. 

 

2. Invitation to Bid.  Under Section 255.0525(2), F.S. and Rule 73-23.00521(2)(a), F.A.C., 

an invitation to bid for construction projects that are projected to cost more than 

$200,000.00 shall be published in at least one daily newspaper of general circulation in 

St. Johns County as well as a nearby federal Office of Management and Budget (OMB) 

designated metropolitan statistical area (MSA) at least 21 days prior to the established bid 

opening and at least 5 days prior to any scheduled prebid conference.  An invitation to 

bid for construction projects that are projected to cost more than $500,000.00 shall be 

publicly advertised at least once in a newspaper of general circulation in St. Johns County 

at least 30 days prior to the established bid opening and at least 5 days prior to any 

scheduled prebid conference.  Additionally, Notice shall be sent to those vendors and 

contractors on the City’s MBE/WBE solicitation list.  Alternatively, the City may 

substitute the above notice with any solicitation procedure which generates at least three 

responsible and responsive bids or proposals which can be considered.  However, if three 

responsible and responsive bids or proposals are not received, the procurement will be 

invalid.  

 

An Invitation to Bid shall be issued and shall include specifications, all contractual terms and 

conditions, and the place, date, and time for opening or submittal.  No later than nine working 

days prior to the date for receipts of bids, a vendor shall make a written request to the Purchasing 

Division for interpretations or corrections of any ambiguity, inconsistency or error which the 

vendor may discover.  All interpretations or corrections will be issued as addenda.  The City will 

not be responsible for oral clarifications.  No negotiations, decisions or actions shall be initiated 

or executed by the proposer as a result of any discussions with any City employee prior to the 

opening of proposals.  Only those communications which are in writing from the Purchasing 

Division may be considered as a duly authorized expression on the behalf of the City.  Also, only 

communications from firms or individuals which are in writing and signed will be recognized by 

the City as duly authorized expressions on behalf of proposers. 

 

a. Alternate(s).  Alternate bids will not be considered unless authorized by and 

defined in the Special Conditions of the bid specifications. 
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b. Approved Equivalents.  The City reserves the right to determine acceptance of 

item(s) as an approved equivalent.  Bids which do not comply with stated 

requirements for equivalents in the bid conditions are subject to rejection.  The 

procedure for acceptance of equivalents shall be included in the general 

conditions of the bid. 

 

3. Public Notice.  Public Notice shall be by publication in a newspaper of general 

circulation at least twelve (12) working days prior to bid opening or in accordance with 

Section 4.05-2 above as appropriate.  Notice of the Request forto Bid shall give date, 

time, and place set forth for the submittal of proposals and opening bids. 

 

4. Bid Opening.  Bids shall be opened publicly.  The Purchasing Officer or his/her designee 

shall open bids in the presence of one or more witnesses at the time and place designated 

in the Invitation to Bid. The amount of each bid, and other such relevant information as 

may be deemed appropriate by the Purchasing Officer together with the name of each 

bidder, and all witnesses shall be recorded. The record (Bid Report) and each bid shall be 

open to public inspection. 

 

5. Bid Acceptance and Evaluation.  Bids shall be unconditionally accepted without 

alteration or correction, except as authorized in this policy.  Bids shall be evaluated based 

on the requirements set forth in the Invitation to Bid, which may include, but not be 

limited to criteria to determine acceptability such as; inspection, testing, quality, recycled 

or degradable material content, workmanship, delivery, and suitability for a particular 

purpose.  Those criteria that will affect the bid price and be considered in evaluation for 

award shall be objectively measured, such as discounts, transportation costs, and total or 

life cycle costs.  No criteria may be used in bid evaluation that are not set forth in the 

Invitation to Bid, in regulations, or in this policy. 

 

6. Bid Agenda Item.  After evaluation, the Purchasing Division will prepare a 

recommendation of award and submit it to the Purchasing Officer for review and 

approval. 

 

7. Correction or Withdrawal of Bids; Cancellation of Awards.  Correction or withdrawal of 

inadvertently erroneous bids before or after award, or cancellation of awards or contracts 

based on such bids mistakes, shall be permitted where appropriate.  Mistakes discovered 

before bid opening may be modified or withdrawn by written or telegraphic notice 

received in the office designated in the Invitation to Bid prior to the time set for bid 

opening.  After bid opening, corrections in bids shall be permitted only to the extent that 
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the bidder can show by clear and convincing evidence that a mistake, of non-judgmental 

character was made, the nature of the mistake, and the bid price actually intended.  After 

bid opening, no changes in the bid price or other provisions of bids prejudicial to the 

interest of the City or fair competition shall be permitted.  In lieu of bid correction, a low 

bidder alleging a material mistake of fact may be permitted to withdraw his bid if:  

 

a. the mistake is clearly evident on the face of the bid document but the intended 

correct bid is not similarly evident;  

b. or the bidder submits evidence which clearly and convincingly demonstrates that 

a mistake was made.  All decisions to permit the correction or withdrawal of bids 

or to cancel awards or contracts based on bid mistakes shall be supported by a 

written determination made by the Purchasing Officer. 

 

8. Multi-Step Sealed Bidding.  When it is considered impractical to initially prepare a 

purchase description to support an award based on price, an Invitation for bids may be 

issued requesting the submission of unpriced offers to be followed by an invitation for 

bids limited to those bidders whose offers have been determined to be technically 

acceptable under the criteria set forth in the first solicitation. 

 

9. Award.  The contract shall be awarded with reasonable promptness to the lowest 

responsible and responsive bidder whose bid meets the requirements and criteria set forth 

in the Invitation to Bid. 

 

a. Notice of Intended Award.  The contract shall be awarded by written notice. 

Every procurement of contractual services shall be evidenced by a written 

agreement.  Notice of intended award, including rejection of some or all of bids 

received, may be given by posting the bid tabulations where the bids were 

opened, by telephone, by first class mail, or by certified United States mail, return 

receipt requested, whichever is specified in bid solicitation.  A vendor may 

request, in their bid submittal, a copy of the tabulation sheet to be mailed in a 

vendor provided, self-addressed envelope for their records. 

 

b. Notice of Right to Protest.  All notices of decision or intended decisions shall 

contain the statement: “Failure to file a protest within the time prescribed in 

Section 4.09 of the CDBG Purchasing Policy of the City of St. Augustine shall 

constitute a waiver of Proceedings under that section of this policy”. 

 

10. Cancellation of Invitations for Bids.  An Invitation for bids or other solicitation may be 

canceled, or any or all bids may be rejected in whole or in part when it is in the best 
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interests of the City, as determined by the Commission provided such action does not 

violate CDBG program requirements.  Notice of cancellation shall be sent to all 

businesses solicited.  The notice shall identify the solicitation, explain the reason for 

cancellation and, where appropriate, explain that an opportunity will be given to compete 

on any re-solicitation or any future procurement of similar items. 

 

11. Disqualification of Vendors.  For any specific bid, vendors may be disqualified by the 

Purchasing Officer or the General Services Director for the following reasons:  

 

a. Failure to perform according to bidding provisions.  

b. Conviction in a court of law of any criminal offense in connection with the 

conduct of business.  

c. Clear and convincing evidence of a violation of any federal or state anti-trust law 

based on the submission of bids or proposals, or the awarding of contracts.  

d. Clear and convincing evidence that the vendor has attempted to give a City 

employee a gratuity of any kind for the purpose of influencing a recommendation 

or decision in connection with any part of the City’s purchasing activity.  

e. Failure to execute a Public Entity Crimes Statement as required by Florida 

Statutes Chapter 287.133 (3) (a).  

f. Failure to be a responsive bidder according to the bidding procedures and 

provisions will result in disqualification of a bid.   

 

 

Section 4.05                 COMPETITIVE SEALED PROPOSALS  

All contracts for purchases of a single item or services or aggregate in excess of the established 

base amount for Competitive Sealed Bids/Proposals in Section 4.01, where qualifications, not 

price, is the basis for contract award, shall be awarded by competitive sealed proposals.  All 

contracts for the procurement of professional architectural, engineering, landscape architectural, 

and land surveying services will be awarded according to the provisions of Section 4.061.  All 

other contracts required to be awarded by competitive sealed proposals will be awarded 

according to the provisions of Section 4.062. 

 

Section 4.051   PROFESSIONAL ARCHITECTURAL, ENGINEERING, LANDSCAPE  

   ARCHITECTURAL, AND LAND SURVEYING SERVICES 

1. Public Announcement.  It is the policy of the City to publicly announce all requirements for 

professional architectural, engineering, landscape architectural, and land surveying services 

and to negotiate such contracts on the basis of demonstrated competence and qualifications at 

fair and reasonable prices.  In the procurement of such services, the City may require firms to 

submit a statement of qualifications, performance data and other related information for the 

performance of professional services. 
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a. Scope of Project Requirements.  Prior to distribution of the request for proposals 

for professional services, the Purchasing Division shall submit to the Purchasing 

Officer or his/her designee written project requirements indicating the nature and 

scope of the professional services needed, including but not limited to the 

following: 

i. the general purpose of the services or study; 

ii. the objectives of the study or services; 

iii. estimated period of time needed for the services or the study; 

iv. the estimated cost of the service or study; 

v. whether the proposed study or service would or would not duplicate any 

prior or existing study or services; 

vi. list of current contracts or prior services or studies which are related to the                          

proposed study or service; 

vii. the described qualifications, listed in order of importance, of the person or 

firm applicable to the scope and nature of the services requested. 

 

b. Distribution of Project Requirements.   The Purchasing Division shall distribute 

the written project requirements as approved to all persons on the mailing list who 

have indicated an interest in being considered for the performance of such 

professional services and to  any additional persons as the Purchasing Officer or 

using agency deems desirable. The written project requirements shall include a 

statement of the relative importance of each of the requirements.  The project 

requirements shall be accompanied by an Invitation to such persons to submit an 

indication of interest in performing the required services, and by notification of 

the date and time when such indications of interest are due.  This date shall not be 

less than twelve calendar days from the date of public notice when the Purchasing 

Division shall publish in at least one daily newspaper of general circulation in the 

County where the project is located and in a nearby federal Office of Management 

and Budget (OMB) designated metropolitan statistical area (MSA).  Alternatively, 

the City may substitute the above notice with any solicitation procedure which 

generates at least three responsible and responsive bids or proposals which can be 

considered.  However, if three responsible and responsive bids or proposals are 

not received, the procurement will be invalid. 

 

c. Modification Prohibition.  After the publicized submission time and date, 

indications of interest shall not be modified or allowed to be modified in any 

manner except for correction   of clerical errors  or other similar minor 

irregularities as may be allowed by the Selection Committee (defined in Section 
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4.061(2)) prior to making its selection of those best qualified to be formally 

interviewed. 

 

d. Reuse of Existing Plans.  There shall be no public notice requirements or 

utilization of the selection process as provided in this section for projects in which 

the City is able to reuse existing plans from a prior project.  However, public 

notice of any plans which are intended to be reused at some future time shall 

contain a statement which provides that the plans are subject to reuse. 

 

2. Selection Committee Membership and Evaluation.  Depending on the expected 

complexity and expense of the professional services to be contracted, the Purchasing 

Division may determine whether a three member or five-member selection committee 

will best serve the needs of the City. 

 

a. Three Member Committee Composition.   Membership of a three-member 

selection committee shall be appointed by the Purchasing Division. 

 

b. Five Member Committee Composition.   Membership of a five-member selection                                         

committee shall be appointed by the Purchasing Division. 

 

c. Selection Committee Evaluation. Only written responses of statements of 

qualifications, performance data, and other data received in the purchasing office 

by the publicized submission time and date shall be evaluated.  Only those 

respondents who are determined to be best qualified based upon the evaluation of 

written responses and selected for Formal interview may submit additional data.  

From among those persons evidencing, by timely submission of written 

responses, an interest in performing the services the Selection Committee shall: 

 

i. prepare an alphabetical list of those persons determined by the Selection                                      

Committee to be qualified, interested and available; and 

ii. designate no less than three persons on the alphabetical list considered by 

the Selection Committee to be best qualified to perform the work required. 

 

d. Shortlisting.  The best qualified respondents shall be based upon the Selection 

Committee’s ability to differentiate qualifications applicable to the scope and 

nature of the services to be performed.  The Selection Committee shall determine 

qualifications, interest and availability by reviewing the written responses that 

express an interest in performing the services, and by conducting formal 

interviews of no less than three selected respondents that are determined to be 
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best qualified based upon the evaluation of written responses. The determination 

may be based upon, but not limited to, the following considerations: 

 

i. competence, including technical educational and training, experience in 

the kind of project to be undertaken, availability of adequate personnel, 

equipment and facilities, the extent of repeat business of the persons, and 

where applicable, the relationship of construction costs estimates by the 

person to actual cost on previous projects; 

ii. current work load; 

iii. financial responsibilities; 

iv. ability to observe and advise whether plans and specifications are being                                        

compiled with, where applicable; 

v. record of professional accomplishments; 

vi. proximity to the project involved, if applicable; 

vii. record of performance; and 

viii. ability to design an approach and work plan to meet the project 

requirements, where applicable. 

e. Interview and Purchasing Officer Approval.  After conducting the formal 

interviews, the Selection Committee shall list those respondents interviewed in 

order of preference based upon the considerations listed in subsection (4) above.  

The respondents so listed shall be considered to be the most qualified and shall be 

listed in order of preference starting at the top of the list. The list of best qualified 

persons shall be forwarded to the Purchasing Officer for approval prior to 

beginning contract negotiations. Negotiation sequence shall be based on the order 

of preference. 

 

3. Negotiation Staff.   Contract negotiations shall be conducted by the Purchasing Division 

unless the Purchasing Officer directs that negotiations be conducted by a Negotiation 

Committee. 

 

Negotiation.   The Purchasing Division or the Negotiation Committee shall negotiate a contract 

with the firm considered to be the most qualified to provide the services at compensation and 

upon terms which the Purchasing Division or the Negotiation Committee determines to be fair 

and reasonable to the City.  In making this decision, the Purchasing Division or the Negotiation 

Committee shall take into account the estimated value, the scope, the complexity, and the 

professional nature of the services to be rendered.  As a part of the negotiation, the Purchasing 

Division or the Negotiation Committee shall conduct a cost analysis, including evaluation of 

profit, based on a cost breakout by the firm of its proposed price.  Should the Purchasing 

Division or the Negotiation Committee be unable to negotiate a satisfactory contract with the 

firm considered to be the most qualified, negotiations with that firm will be formally terminated.  
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The Purchasing Division or the Negotiation Committee shall then undertake negotiations with 

the second most qualified firm.  Failing accord with the second most qualified firm, the 

Purchasing Division or the Negotiation Committee shall formally terminate negotiations, and 

then shall undertake negotiations with the third most qualified firm.  Should the Purchasing 

Division or the Negotiation Committee be unable to negotiate a satisfactory contract with any of 

the selected firms, the Selection Committee shall select additional firms in order of their 

competence and qualifications, and the Purchasing Division or Negotiation Committee shall 

continue negotiations in accordance with this section until an agreement is reached or until a 

determination has been made not to contract for services. 

 

Section 4.052   OTHER COMPETITIVE SEALED PROPOSALS (non-287.055 services) 

1. Conditions for Use.   All contracts required by Section 4.06 to be awarded by competitive 

sealed proposals that are not for the procurement of professional architectural, 

engineering, landscape architectural, and land surveying services, will be awarded 

according to the provisions of this section. 

 

2. Consultant’s Competitive Negotiation Act.   Professional services within the scope of the 

practice of architecture, professional engineering, landscape architecture, or registered 

land surveying, as defined under the Consultant’s Competitive Negotiation Act (Section 

287.055, Florida Statutes), shall be secured under the provisions of Section 4.061. 

 

3. Purchasing Officer Approval.   Proposals anticipated to exceed the threshold established 

in Section 4.01 for Competitive Sealed Proposals shall be approved by the Purchasing 

Officer or his/her designee prior to solicitation. 

 

4. Public Notice.   Adequate public notice of the Request for Proposal shall be given in the 

same manner as provided in subsection 4.05-2 of this policy for competitive sealed 

bidding.  Notice shall also be sent to those vendors and contractors on the City’s 

MBE/WBE solicitation list.   

 

5. Evaluation Factors.   The Request for Proposals shall state the relative importance of 

criteria outlined in the scope of services, fee proposal, and other evaluation. 

 

6. Proposal Cancellation or Postponement.   The Purchasing Division may, prior to a 

proposal opening, elect to cancel or postpone the date and/or time for proposal opening or 

submission. 

 

7. Revisions and Discussions with Responsible Offerors.  As provided in the Request for 

Proposals, and under regulations promulgated by the City Commission of the City of St. 

Augustine, discussions may be conducted with responsible offerors who submit proposals 
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determined to be qualified of being selected for award for the purpose of clarification to 

assure full understanding of, and responsiveness to, the solicitation requirements.  

Offerors shall be accorded fair and equal treatment with respect to any opportunity for 

discussion and revision of proposals, and such revisions may be permitted after 

submission and prior to award for the purpose of obtaining the best and final offers.  In 

conducting discussions, there shall be no disclosure of any information derived from 

proposals submitted by competing offerors.  The Purchasing Division shall prepare a 

written summary of the proposals and make written recommendation of award to the 

Purchasing Officer.  As a part of the recommendation, the Purchasing Division shall 

conduct a cost analysis, including evaluation of profit, based on a cost breakout by the 

firm of its proposed price.   

 

Award.   Award shall be made by the Purchasing Officer to the lowest responsive and 

responsible offer or whose proposal is determined in writing to be the most advantageous to the 

City of St. Augustine, taking into consideration the evaluation factors set forth in the Request for 

Proposals.  No other factors or criteria shall be used in the evaluation criteria that is not included 

in the Request for Proposal. 

 

Section 4.06     SOLE SOURCE PURCHASES 

Sole Source Certification.    

The procurement for all professional services and any contract resulting from a non-competitive 

procurement process must meet the requirements of 2 CFR Part 200 and Section 287.055 of the 

Florida Statutes. The City’s Purchasing Division must conduct a cost or price analysis of all 

proposed prices on sole source purchases, analysis shall include a review of profit as a separate 

element.  Sole source purchases must be approved by DEO in writing. 

 

Section 4.07     COOPERATIVE PURCHASING 

1. State Contracts.  The Purchasing Officer is authorized to purchase goods or services for 

any dollar amount from authorized vendors listed on the respective state contracts of the 

Department of General Services, subject otherwise to the requirements of this policy. 

 

2. Other Governmental Units.  The Purchasing Officer shall have the authority to join other 

units of government in cooperative purchasing ventures when the best interest of the City 

would be served thereby, and the same is in accordance with this policy and with the City 

and State Law. 

 

Section 4.08     BID PROTEST 

1. Right to Protest.    

Any actual or prospective bidder, proposer, offeror or contractor who is aggrieved in 

connection with a solicitation or award of bid or contract may file a protest with the 
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General Services Director.  Protests relating to cancellation of invitations to bid and 

protests relating to the rejection of all bids are not permitted. 

 

2. Filing a Protest.  Any actual or prospective bidder, proposer, offeror or contractor who is 

aggrieved in connection with a solicitation or award of bid or contract may file a protest 

with the General Services Director.  Protests relating to cancellation of invitations to bid 

and protests relating to the rejection of all bids are not permitted. 

 

3. Form of Protest. A protest must be in writing and filed with the General Services Director 

at: City of St. Augustine, Post Office Box 210, St. Augustine, FL 32085-0210.  A protest 

must state all grounds upon which the protesting party asserts that the solicitation or 

award was improper.  Issues not raised by the protesting party in the protest are deemed 

waived and may not be raised on appeal.  The protesting party may submit with the 

protest any documents or information deemed relevant.  

 

Any person adversely affected by the procurement methodology described herein, or the  

specifications or criteria, including addenda, associated with this solicitation, shall file a 

Notice of Protest within three (3) business days after receipt of this solicitation.  The 

Notice of Protest shall contain at a minimum: the name of the bidder; the bidder’s address 

and phone number; the name of the bidder’s representative to whom notices may be sent; 

the name and bid number of the solicitation; and a brief factual statement of the basis of 

the protest. The protester shall also file with the General Services Director a Formal 

Written Protest within 10 days after the date the Notice of Protest is filed with the City.  

The Formal Written Protest shall state with identify the protestant and the solicitation 

involved; state with particularity the facts and law upon which the protest is based and 

specifically request the relief to which the protestant deems himself entitled.  

 

Any person adversely affected by a City decision or intended decision to award a 

contract, or to reject all bids, proposals, or qualifications, shall file a Notice of Protest 

within three (3) business days after receipt of the decision or intended decision. The 

notice of Protest shall contain at a minimum: the name of the bidder; the bidder’s address 

and phone number; the name of the bidder’s representative to whom notices may be sent; 

the name and bid number of the solicitation; and a brief, factual statement of the basis of 

the protest.  The protester shall also file with the General Services Director a Formal 

Written Protest within ten (10) days after the date the Notice of Protest is filed with the 

City.  The Formal Written Protest shall identify the protestant and the solicitation 

involved; state with particularity the facts and law upon which the protest is based and 

specifically request the relief to which the protestant deems himself entitled. 
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No additional time shall be added for mailing.  All filings shall be addressed to and 

received by the General Services Director at the City of St. Augustine, Post Office Box 

210, St. Augustine, Florida 32085-0210 within the prescribed time periods.  Failure to 

file a protest within the time prescribed in the protest procedures shall constitute a waiver 

of protest proceedings. 

 

The General Services Director shall review all information presented and shall conduct 

such further investigation as he or she deems appropriate under the circumstances. After 

review of all relevant information, the General Services Director shall render a decision 

concerning the dispute, which decision shall be the final decision of the City. 

 

Entitlement to Costs.  In no case will the protesting bidder or offeror be entitled to                       

any costs incurred with the solicitation, including bid preparation costs and attorney’s 

fees. 

 

4. Stay of Procurement during Protests.    In the event of a timely protest under Subsection 3 

of this Section, the Purchasing Officer shall not proceed further with the solicitation or 

award of the contract until all administrative remedies have been exhausted or unless the 

Purchasing Officer makes a determination that the award of a contract without delay is 

necessary to protect the substantial interest of the City. 

 

Section 4.09                   CONTRACT CLAIMS 

1. Authority of the Purchasing Officer to Settle Bid Protests and Contract Claims.   The 

Purchasing Officer is authorized to settle any protest regarding the solicitation or award 

of a City contract, or any claim arising out of the performance of a City contract, prior to 

an appeal to the City Commission or the commencement of an action in a court of 

competent jurisdiction, but may not settle any such protest or claim for consideration of 

$1,000.00 or greater in value without prior approval of the City Commission. 

 

2. Decision of the Purchasing Officer.   All claims by a contractor against the City relating 

to a contract, except bid protests, shall be submitted in writing to the Purchasing Officer 

for a decision.  The contractor may request a conference with the Purchasing Officer on 

the claim.  Claims include, without limitation, disputes arising under a contract, and those 

based upon breach of contract, mistake, misrepresentation, or other cause for contract 

modification or rescission. 

 

3. Notice to the Contractor of the Purchasing Officer’s Decision.   The decision of the 

Purchasing Officer or his/her designee shall be promptly issued in writing, and shall be 

immediately mailed or otherwise furnished to the contractor.  The decision shall state the 

reasons for the decision reached, and shall inform the contractor of his appeal rights. 
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4. Finality of the Purchasing Officer’s Decision; Contractor’s Right to Appeal.   The 

Purchasing Officer’s or his/her designee’s decision shall be final and conclusive unless, 

within 10 calendar days from the date of receipt of the decision, the contractor files a 

notice of appeal with the City Commission. 

 

5. Failure to Render Timely Decision.   If the Purchasing Officer or his her designee does 

not issue a written decision regarding any contract controversy within fourteen calendar 

days after receipt of a written request for a final decision, or within such longer period as 

may be agreed upon between the parties, then the aggrieved party may proceed as if an 

adverse decision had been issued. 

 

Section 4.10      REMEDIES FOR SOLICITATION OR AWARDS IN VIOLATION OF 

LAW 

 

1. Prior to Bid Opening or Closing Date for Receipt of Proposals.   If prior to the bid 

opening or the closing date for receipt of proposals, the Purchasing Officer after 

consultation with the City Attorney, determines that solicitation is in violation of federal, 

state, or local law or ordinance, then the solicitation shall be canceled or revised to 

comply with applicable law. 

 

2. Prior to Award.   If after bid opening or the closing date for receipt of proposals, but prior 

to the award contract, the Purchasing Officer after consultation with the City Attorney, 

determines that a solicitation or a proposed award of a contract is in violation of federal, 

state, or municipal law or ordinance, then the solicitation or proposed award shall be 

canceled. 

 

3. After Award.   If, after award, the Purchasing Officer after consultation with the City 

Attorney, determine that a solicitation or award of a contract was in violation of 

applicable law or ordinance, then; 

 

a. if the person awarded the contract has not acted fraudulently or in bad faith: 

i. the contract may be terminated and the person awarded the contract shall 

be compensated for actual costs reasonably incurred under the contract 

plus a reasonable profit, but excluding attorney’s fees, prior to 

termination; or 
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b. if the person awarded the contract has acted fraudulently or in bad faith the 

contract may be declared null and void or voidable, if such action is in the best 

interest of the City. 

 

Section 5      CONTRACT ADMINISTRATION 

 

Section 5.1         CONTRACT PROVISION 

1. Standard Contract Clauses and Their Modification.    The City after consultation with the 

City Attorney, may establish standard contract clauses for use in City contracts.  

However, the Purchasing Officer may, upon consultation with the City Attorney, vary 

any such standard contract clauses for any particular contract. 

 

2. Contract Clauses.    All City contracts for supplies, services, and construction shall 

include provisions necessary to define the responsibilities and rights of the parties to the 

contract.  The Purchasing Officer after consultation with the City Attorney, may propose 

provisions appropriate for supply, service, or construction contracts, addressing among 

others the following subjects: 

 

a. the unilateral right of the City to order, in writing, changes in the work within the                          

scope of the contract; 

b. the unilateral right of the City to order in writing temporary stopping of the work 

or delaying performance that does not alter the scope of the contract; 

c. variations occurring between estimated quantities or work in contract and actual                           

quantities; 

d. defective pricing; 

e. time of performance and liquidated damages; 

f. specified excuses for delay or nonperformance; 

g. termination of the contract for default; 

h. termination of the contract in whole or in part for the convenience of the City; 

i. suspension of work on a construction project ordered by the City; 

j. site conditions differing from those indicated in the contract, or ordinarily                                     

encountered, except that a differing site conditions clause need not be included in 

a contract 

i. when the contract is negotiated; 

ii. when the contractor provides the site or design; or 

iii. when the parties have otherwise agreed with respect to the risk of differing 

site conditions; 

k. value engineering proposals; 

l. remedies; 
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m. access to records/retention records; 

n. environmental compliance; and 

o. prohibition against contingency fees; 

p. insurance to be provided by contractor covering employee property damage,                                

liability and other claims, with requirements of certificates of insurance and                                   

cancellation clauses; 

q. bonding requirements as set by the City Commission; 

r. causes of and authorization for suspension of contract for improper contractor                              

activity. 

 

Section 5.2       PRICE ADJUSTMENTS 

1. Method of Price Adjustment.   Adjustments in price during the term of a contract shall be 

computed in one or more of the following ways upon approval by the City: 

a. by agreement on a fixed price adjustment before commencement of the pertinent 

performance or as soon thereafter as practicable; 

b. by unit prices specified in the correct or subsequently agreed upon; 

c. by costs attributable to the events or situations under such clauses with adjustment 

of profit or fee, all as specified in the contract or subsequently agreed upon by the 

City; 

d. in such other manner as the contracting parties may mutually agree; or 

e. in the absence of agreement by the parties, by a unilateral determination by the 

City of the costs attributable to the events or situations under such clauses with                                     

adjustment of profit or fee as computed by the City, subject to the provisions of 

this Section. 

 

2. Costs or Pricing Data Required.   A contractor shall be required to submit cost or pricing 

data if any adjustment in contract price is subject to the provisions of this Section. 

 

Section 5.3       CHANGE ORDERS/CONTRACT AMENDMENTS 

Change orders and contract amendments, which provide for the alteration of the provisions of a 

contract may be approved by an appropriate person based upon the dollar value of the change or 

amendment.  The purchasing categories thresholds designated in Section 4 shall govern the 

appropriate level of approval. 

Section 5.4         ASSIGNMENTS OF CONTRACTS 

No agreement made pursuant to any section of this policy shall be assigned or sublet as a whole 

or in part without the written consent of the City nor shall the contractor assign any monies due 

or to become due to the contractor hereunder without the previous written consent of the City. 

 

Section 5.5       RIGHT TO INSPECT PLANT 
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The City may, as its discretion, inspect the part of the plant or place of business of a contractor or 

any subcontractor which is related to the performances of any contract awarded, or to be 

awarded, by the City.  The right expressed herein shall be included in all contracts or  

subcontracts that involve the performance of any work or service involving the City. 

  

Section 6  RIGHTS OF CITY COMMISSION 

Nothing in this policy shall be deemed to abrogate, annul or limit the right of the City 

Commission, in the best interest of the City, to reject all bids received in response to a request, to 

determine in its sole discretion the responsiveness and responsibility of any bidder, to approve 

and authorize or to enter into any contract it deems necessary and desirable for the public 

welfare, or to vary the requirements of the Policy in any instance when desirable for the public 

good provided that such waiver doesn’t violate Federal or State CDBG program requirements. 

  

Section 7                     CITY PROCUREMENT RECORDS 

1. Contract File.   All determinations and other written records pertaining to the solicitation, 

award, or performance of a contract shall be maintained for the City in a contract file. 

 

2. Retention of Procurement Records.   All procurement records shall be retained and 

disposed of by the City in accordance with records retention guidelines and schedules 

established by the State of Florida and Federal Guidelines.  For CDBG related activities 

that retention period is six years.   

 

Section 8                      SPECIFICATIONS 

 

Section 8.1                   MAXIMUM PRACTICABLE COMPETITION  

All specifications shall be drafted to promote overall economy and encourage competition in 

satisfying the City needs and shall not be unduly restrictive.  The policy applies to all 

specifications including, but mot limited to, those prepared for the City by architects, engineers, 

designers, and draftsmen. 

 

Section 8.2                     USE OF BRAND NAME OR EQUIVALENT SPECIFICATIONS 

1. Use.   Brand name or equivalent specifications may be used when the City determines 

that: 

a. no other design, performance, or qualified product list is available; 

b. time does not permit the preparation of another form of purchase description, not                      

including a brand name specification; 

c. the nature of the product or the nature of the City requirements makes use of a 

brand name equivalent specifications suitable for the procurement; or 

d. use of brand name or equivalent specification is in the City’s best interest. 

 



 
 87 

2. Designation of Several Brand Names.   Brand names or equivalent specifications shall 

seek to designate three, or as many different brands as are practicable, as “or equivalent” 

references and shall further state the substantially equivalent products to those designated 

may be considered for award. 

 

3. Required Characteristics.   The brand name or equivalent specifications shall include a 

description of the particular design, functional, or performance characteristics required. 

 

4. Nonrestrictive Use of Brand Name or Equivalent Specifications.   Where a brand name or 

equivalent specification is used in a solicitation, the solicitation shall contain explanatory 

language that the use of a 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. 

 

5. Determination of Equivalents.   Any prospective bidder may apply, in writing, for a pre-

bid determination of equivalence by the Purchasing Division.  If sufficient information is 

provided by the prospective bidder, the Purchasing Division may determine, in writing 

and prior to the bid opening time, that the proposed product would be equivalent to the 

brand name used in the solicitation. 

 

6. Specifications of Equivalents Required for Bid Submittal.   Vendors proposing equivalent 

products must include in their bid submittal the manufacturer’s specifications for those 

products.  Brand names and model numbers are used for identification and reference 

purposes only. 

 

Section 8.3                BRAND NAME SPECIFICATIONS 

1. Use of Brand Name Specifications.   Since the use of a brand name specification is 

restrictive of product competition, it may be used only when the Purchasing Division 

makes a determination that only the identified brand name item will satisfy the City 

needs. 

 

2. Competition.   The Purchasing Division shall seek to identify sources from which the 

designated brand name item or items can be obtained and shall solicit such sources to 

achieve whatever degree of price competition is practicable.  If only one source can 

supply the requirement, the procurement shall be made under Section 4.07, Sole Source 

Purchases. 

 

Section 9                     ETHICS IN PUBLIC CONTRACTING 
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Section 9.1                  CRIMINAL PENALTIES 

To the extent that violations of the ethical standards of conduct set forth in this section constitute 

violations of the State Criminal Code they shall be punishable as provided therein.  Such 

penalties shall be in addition to civil sanctions set forth in this part. 

 

Section 9.2                  EMPLOYEE CONFLICT OF INTEREST 

1. Participation.  It shall be unethical for any City employee, officer, or agent to participate 

directly or indirectly in a procurement or administration of a contract.  A conflict of 

interest would arise when: 

a. the City employee, officer or agent; 

b. any member of his immediate family; 

c. his or her partner; or 

d. an organization which employs, or is about or employ, any of the above, has a                               

financial or other interest in the firm selected for award.  The officer’s employees 

or agents will neither solicit nor accept gratuities, favors or anything of monetary 

value from contractors, or parties to sub-agreements. 

 

Section 9.3                  CONTEMPORANEOUS EMPLOYMENT PROHIBITED 

It shall be unethical for any City employee who is participating directly or indirectly in the 

procurement process to become or to be, while such a City employee, the employee of any 

person contracting with the City of St. Augustine. 

 

Section 9.4                   USE OF CONFIDENTIAL INFORMATION 

It shall be unethical for any employee knowingly to use confidential information for actual or 

anticipated personal gain, or for the actual or anticipated personal gain of other persons. 
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Section 9.5                  GRATUITIES AND KICKBACKS 

1. Gratuities.   It shall be unethical for any person to offer, give, or agree to give any City 

employee, officer, or agent to solicit, demand, accept, or agree to accept from another 

person, a gratuity or an offer of employment in connection with the decision, approval, 

disapproval, recommendation, or preparation of any part of a program requirement or a 

purchase request, influencing the content of any specification or procurement standard 

rendering of advise, investigation, auditing, or performing in any other advisory capacity 

in any proceeding or application, request for ruling, determination, claim or controversy, 

or other particular matter, subcontract, or to any solicitation or proposal theretofore. 

 

2. Kickbacks.   It shall be unethical for any payment, gratuity, or offer of employment to be 

made by or behalf of a subcontractor under a contract to the prime contractor or higher 

tier subcontractor or any person associated therewith, as an inducement for the award of a 

subcontract or order. 

 

3. Contract Clause.   The prohibition against gratuities and kickbacks prescribed in this 

section shall be conspicuously set forth in every contract and solicitation therefore. 

 

Section 9.6              SANCTIONS 

1. Employee Sanctions.   Upon violation of the ethical standards by an employee, officer or 

agent of the City, or other the appropriate authority may: 

a. impose one or more appropriate disciplinary actions as defined in the City 

Personnel Rules and regulations, up to and including termination of employment; 

and; 

b. may request investigations and prosecution 

 

2. Non-employee Sanctions.   The City may impose any one or more of the following 

sanctions on a non-employee for violation of the ethical standards: 

a. written warnings; 

b. termination of contracts; or 

c. debarment or suspension as provided in Section 11-8. 

 

Section 9.7      RECOVERY OF VALUE TRANSFERRED OR RECEIVED IN 

BREACH OF ETHICAL STANDARDS 

1. General Provisions.   The value of anything being transferred or received in breach of the 

ethical standards of this policy by a City employee or non-employee may be recovered 

from both the City employee and non-employee. 

 

2. Recovery of Kickbacks by the City of St. Augustine.   Upon a showing that a 

subcontractor made a kickback to 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 
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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 a 

kickback. Recovery from one offending party shall not preclude recovery from other 

offending parties. 

Section 10                    FEDERAL POLICY NOTICE 

 

Section 10.1                PATENTS 

If a contract involving research and development, experimental, or demonstration work is being 

funded in whole or in part by assistance from a federal agency, then the contract shall include the 

following provisions: 

 

1. Notice to Contractor.   The contract shall give notice to the contractor of the applicable 

grantor agency requirements and regulations concerning reporting of, and rights to, any 

discovery or inventions arising out of the contract. 

 

2. Notice by Contractor.   The contract shall require the contractor to include a similar 

provision in all subcontracts involving research and development, experimental, or 

demonstration work. 

 

Section 10.2                 NOTICE OF FEDERAL PUBLIC POLICY REQUIREMENTS  

1. Applicability.   If the contract is being funded in whole or in part by assistance from any 

federal agency, the contract is subject to one or more federal public policy requirements 

such as: 

a. Equal Employment Opportunity; 

b. Copeland “anti-kickback” Act; 

c. Davis Bacon Act; 

d. Contract Work Hours and Safety Act; 

e. Americans with Disabilities Act; and 

f. Other requirements set forth in any contract. 

 

2. Notice.   The Purchasing Division shall include in the contract all appropriate provisions 

giving the contractor notice of these requirements.  Where applicable, the Purchasing 

Division shall include in the contract provisions the requirement that the contractor give 

similar notice to all of its subcontractors. 

 

Section 11                 PAYMENT TO VENDORS 

All payment to vendors shall also be in accordance with the amended “Prompt Payment Act”, 

Chapter 89-297, Florida Statutes. 

 

Section 12                 MINORITY BUSINESS ENTERPRISE PARTICIPATION PROGRAM 

1. Purpose and Scope.   The purpose of the Minority Business Enterprise Program is to 

enhance the participation of qualified minority and women-owned businesses in 

providing goods and services and construction contracts required by the City 
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Commission.  This program describes procedures to accomplish this purpose and to 

monitor and evaluate progress.  All Department and Divisions under the jurisdiction of 

the City Commission are responsible for implementing this program. 

 

2. Policy Statement. 

 

a. It is the policy goal of the City that two percent (2%) of the Commission 

approved procurement as contained with both operating and capital improvement 

budgets (exclusive of in-house services and construction) shall be identified and 

let through the competitive bid process to minority and women businesses and 

persons.  The program is based on an in-depth evaluation of all actual as well as 

projected procurement (Capital Improvement Projects, equipment, commodities 

and services) and on the market place.  Procurement identified to establish a base 

for this program are not limited to those items only.  This evaluation is the main 

factor in building a realistic program with attainable targets. 

b. All departments and divisions under the jurisdiction of the City Commission are 

responsible for  implementing this program and for making every 

reasonable effort to utilize MBEs and WBE’s when  opportunities are available.  

The Purchasing Officer or his/her designee will take the lead role in this process 

by taking active steps to encourage minority or women owned businesses.  

c. Regarding the implementation of this policy, it is the Commission’s intent to 

foster economic development in the City’s area by establishing its MBE goals 

based on availability of   minority and women-owned businesses located within 

the City.  This is no way intended to limit or restrict competition.  Rather, 

availability of area companies will be used to guide MBE goals. Such 

geographical preferences may be adjusted, amended or repealed by the City 

Commission, with or  without a public hearing, as deemed necessary.  

 

3. Definition.   Minority Business Enterprise (MBE) as used herein, means a business that is 

owned and controlled at least 51% by one or more minority persons (MBE) or by one or 

more women (WBE) and whose management and daily operations are controlled by one 

or more such persons. 

 

4. Administrative Responsibilities.   The Purchasing Officer is responsible for the 

coordination of the Minority Business Enterprise Program and registration. 

 

a. Capital Improvement Projects 

i. REVIEW 

The Purchasing Division and an appropriate department representative 

shall review each proposed project or bid to determine potential for 

utilization of MBE/WBEs and report their finds to the Purchasing Officer 

or his/her designee. This review is based on known availability of capable 



92 
 

MBE/WBEs in the area in relation to the scope of the bid package and 

considers how a project might be broken down into sub-bids. 

ii. PRE-BID ACTIVITY 

1. Language regarding the Minority Business Enterprise Program will 

be inserted into bid specifications to assure that prospective 

bidders are aware of a requirement to make good faith efforts to 

utilize MBE/WBEs. 

2. Registered MBE/WBEs, the Minority Contractors Association and 

other organizations for minority and women owned businesses will 

be notified in writing  regarding pre-bid conferences where 

information on project scope and specifications will be presented, 

along with other types of technical assistance. 

3. Upon request available plans and specification will be provided to 

MBE/WBE associations along with any special instructions on 

how to pursue bids. 

4. Majority (prime) contractors on a bid list will be sent a letter 

outlining the Minority Business Enterprise Program procedures, 

the supportive documentation required for submittal with their bid, 

and a list of MBE/WBE contractors on the bid list. 

5. Prior to award the Prime Contractor must provide documentation 

on attempts to solicit participation from MBE/WBE firms.   

6. The Prime Contractor’s attempts to utilize MBE/WBE firms during 

the project must be documented as part of the Prime’s contract 

award  responsibilities under this program. Documentation to 

include but not limited to requests for bids, bids received and 

justification for not utilizing MBE/WBE firms when bid amounts 

received are comparable.  

 

Failure to keep these commitments will be deemed noncompliance 

with the contract and may result in a breach of contract. 

 

b. Contractor Responsibilities 

i. Contractors must indicate all MBE/WBEs, contacted for quotes regarding 

a particular scope of work and submit a completed “Intent to Perform” 

sheet containing information and documentation obtained from each 

MBE/WBEs. 

ii. A contractor who determines that a MBE/WBE, named in the bid 

submittal, is unavailable or cannot perform, will request approval from the 

Purchasing Officer or his/her designee to name an acceptable alternate.  

Such requests will be approved when adequate documentation of cause for 

the change is presented by the contractor. 



93 
 

iii. A contractor’s MBE/WBE plan will utilize MBE/WBEs to perform 

commercially useful functions in the work bid.  A MBE/WBE is 

performing a commercially useful function when it is responsible for the 

management and performance of a distinct element of the total work. 

iv. Contractors are required to make good faith efforts to obtain MBE/WBE 

participation when so stipulated by bid specifications and/or contracts.  If 

these efforts are unsuccessful, the contractor will submit a non-availability 

or refusal to participate and will request waiver of MBE/WBE 

participation. 

v. The contractor who is the successful bidder will attend pre-construction 

conferences with appropriate City representatives to review the project 

scope and the MBE/WBE utilization plan. 

vi. The contractor who is the successful bidder must request a change order 

for any modification to the MBE/WBE plan.  Change orders require 

approval of the Purchasing Officer or his/her designee and are contingent 

on contractor documentation of MBE/WBE involvement in the change 

requested and documentation of cause for these changes. 

 

5. Joint Venture Responsibilities 

 

Definition of Joint Venture - A business arrangement in which two or more parties agree to pool 

their resources for the purpose of accomplishing a specific task. All parties agree to share in the 

profit and losses of the enterprise. 

a. All joint ventures between minority and non-minority contractors must meet the 

“joint venture” definition included in the policy. 

b. The use by MBE/WBEs or prime contractors of “minority fronts” or other 

fraudulent practices which subvert the true meaning and spirit of the Minority 

Business Enterprise Program, will not be tolerated and may result in termination 

of participation. 

c. A joint venture consisting of minority and non-minority business enterprise will 

be credited with MBE/WBE participation on the basis of the percentages of the 

dollar amount of the work to be performed by the MBE/WBEs. 

d. Contracts subject to this policy shall contain provisions stating that liquidated 

damages may be assessed against the general contractor and/or the MBE/WBE 

specified in the contract(s).  Such liquidated damage provisions shall be in a form 

approved by the City. 

 

6. Fulfilling MBE/WBE Participation Requirements 

For the purpose of this policy, a general contractor may utilize the services of a MBE/WBE 

subcontractor, manufacturer, and/or supplier in estimating and satisfying the scope of work, 

provided that written contract/agreement is executed between the general contractor and the 

subcontractor, manufacturer, and/or the supplier. 
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7. Payment 

a. Payment will be expedited by the City within thirty (30) days upon completion 

and acceptance of the project.  Special consideration may be given to hardship 

cases upon notification by MBEs/WBEs. 

b. The City will provide work progress payments to all business at the completion 

and subsequent acceptance by City representatives within various stages of a 

particular project. 

 

8. Bid List. A bid list for the purpose of bid solicitations shall be maintained by the 

City.  The list shall consist of firms that apply.  

a. The City may remove firms from the bid list for the following reasons: 

i. failure to perform according to contract provisions; 

ii. conviction in a court of law of any criminal offense in connection with the                                     

conduct of business. 

iii. clear and convincing evidence of a violation of any federal or state anti-

trust law based on the submission of bids or proposals or the awarding of 

contracts. 

iv. clear and convincing evidence that a vendor has attempted to give a  City 

employee, officer or agent a gratuity of any kind for the purpose of 

influencing recommendation or decision in connection with any part of the 

City purchasing activity; 

v. violation or circumvention of the Minority Business Enterprise Program; 

or 

vi. other reasons deemed appropriate by the Purchasing Officer. 

 

b. This policy is consistent with the City’s Purchasing Policy.  Wherever conflicts 

may exist, the provision in this Purchasing Policy will prevail. 

 

9. Reporting, 

The Purchasing Officer or appropriate person will report, at least annually, to the City 

Commission on the Status of the Minority Business Enterprise Program.  Records will be 

maintained reflecting participation of local minority and women owned businesses and shall be 

reported. 
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10. Severability Clause. 

Each separate provision of this program is deemed independent of all other provisions herein so 

that if any provision or provisions be declared invalid, all other provisions hereof shall remain 

valid and full force and effect.     

 

 

      

 

       APPROVED: 

 

 

 

 

                _____________________________________ 

       David Birchim, City Manager 

ATTESTED: 

 

 

By:___________________________________   

     Darlene Galambos, City Clerk        

 

  

 

                    ( SEAL ) 
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GOVERNMENT-WIDE DEBARMENT AND SUSPENSION 

(NONPROCUREMENT) 

 
This requirement applies to all Federal grant and cooperative purchasing agreements. 

 

I. Background and Applicability 

   

The Federal Office of Management and Budget (OMB) 24 CFR Part 24 provides 

Federal awarding agencies and recipients shall comply with the nonprocurement 

debarment and suspension common rule implementing Executive Orders 12549 and 

12689 “Debarment and Suspension”. This common rule restricts sub-awards and 

contracts with certain parties that are debarred, suspended or otherwise excluded from 

or ineligible for participations in Federal Assistance programs or activities.   

 

II. Definitions 

Debarred or Debarment – The exclusion of a person from participating in 

procurement transactions with the federal government, generally for no more than 

three years. 

 

Suspended or Suspension – An action which suspends federal assistance under an 

award pending corrective action by the awardee or pending a decision to 

terminate the award. 

 

III. Procedure 

Federal agencies use the government-wide no procurement debarment and 

suspension system to exclude from Federal programs persons who are excluded or 

disqualified from covered transactions. The City of St. Augustine is required to 

ensure to the best of its knowledge and belief that none of their “principals” (as 

defined in the governing regulation 24 CFR Part 24.105), and third-party 

contractors/vendors and subcontractors is debarred, suspended, ineligible, or 

voluntarily excluded from participation in federally assisted transactions or 

procurements. Staff is required to review the Federal System for Award Management 

(SAM) site before entering into any contractual relationship or use of services. SAM 

contains the electronic roster of debarred companies or individuals excluded from 

federal procurement and non-procurement programs throughout the U.S. Government 

(unless otherwise noted) and from receiving Federal contracts or certain subcontracts 

and from certain types of Federal financial and non-financial assistance and benefits. 

The SAM system combines data from the Central Contractor Registration, Federal 

Register, Online Representations and Certification Applications, and the Excluded 

Parties List system.    Printing the screen with the results of the search will provide 

the required documentation demonstrating such requirements have been met. This 

documentation shall be included in the contract or purchase order file. 

 
Instructions: 

Click the https://www.sam.gov/portal/SAM/#1 link to enter the SAM website. 

https://www.sam.gov/portal/SAM/#1
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1. How to search for an entity or individual in SAM  

 

Click "SEARCH RECORDS" tab 

 

In the search bars type in the Entity name or using an exclusion search term, Duns & 

Bradstreet number (DUNs) and/or the Entity Commercial and Government Entity 

(CAGE) code. You can only use one search bar at a time to search for records. 

Individuals are not assigned a DUNs number or CAGE code. When checking for a 

debarred individual, conduct the search by typing the name in the top bar. 

 

Click "SEARCH" to retrieve a list of results. Entities with "Exclusion" listed in purple are 

currently debarred, while those labeled "Entity" in green do not have exclusions. In the 

right upper corner of the webpage, click one of the three buttons (PDF, Export CSV, or 

Print) to export or print the search results. 

 

Click "VIEW DETAILS" to view SAM’s information about the entities. 1. Entity 

Overview, 2. Entity Records, 3. Core Data on the Entity, 4. Assertions, 5. 

Representations and Certifications, 6. Point of Contact Person and 7. Whether the entity 

exclusions are active or inactive. 

 

2. How to obtain file records from SAM 

 

At the top of the webpage click the "DATA ACCESS" tab. The SAM webpage provides 

instructions for accessing and obtaining data extracts for entities located in SAM. Click 

the "Exclusions Extract Data Package" section for a complete list of active debarred 

contracts. 

Contact for General Information & Help: 

SAM Customer Service: 

Federal Service Desk 

URL: https://www.fsd.gov/fsd–gov/home.do  

Hours: 8am – 8pm (Eastern Time) 

US Calls: 866–606–8220 

International Calls: 334–206–7828 

 

The provision of 24 CFR Part 24 applies to all grantee contracts and subcontracts 

at any level expected to equal or exceed $25,000, as well as, any contract or subcontract 

(at any level) for Federally-required auditing services. 49 CFR 29.220(b). These are 

contracts and subcontracts referred to in regulations as “covered transactions.” Grantees, 

contractors, and subcontractors (at any level) that enter into covered transactions are 

required to verify that the entity they propose to contract or subcontract with, as well as 

its principals and affiliates, is not excluded or disqualified. They do this by:  

(a) Checking the SAM site/system;  

(b) Collecting a certification from that firm or individual; or  

https://www.fsd.gov/fsd-gov/home.do
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(c) Adding a clause or condition to the contract or subcontract.  

Grantees, contractors, and subcontractors who enter into covered transactions must also 

require the entities they contract with to comply with 24 CFR 24, Subpart E, and include 

this requirement in their own subsequent covered transactions (i.e., the requirement flows 

down to subcontractors at all levels). 

 

Clause Language  

        The following clause language is suggested, not mandatory. It incorporates the optional 

method of verifying that contractors are not excluded or disqualified by certification. 

 

Suspension and Debarment  

This contract is a covered transaction for the purpose of 24 CFR 24. As such, the contractor is 

required to verify that none of the contractor, its principals as defined at 24 CFR 24.105, or 

affiliates, as defined at 24 CFR 24.105, are excluded or disqualified, as defined at 49 CFR 29.40 

and 29.945. 

 

The contractor is required to comply with 24 CFR 24, Subpart C, and must include the 

requirement to comply with 24 CFR 24, Subpart E, in any lower tier covered transaction the 

contractor enters into. 

 

By signing below, and submitting its bid or proposal, the bidder or proposer certifies as follows: 

The certification in this clause is a material representation of fact relied upon by 

____________________ (Vendor). If it is later determined that the bidder or proposer knowingly 

rendered an erroneous certification, in addition to remedies available to  

__________________ (Vendor), the Federal Government may pursue available remedies, 

including, but not limited to, suspension and/or debarment. The bidder or proposer agrees to 

comply with the requirements of 24 CFR 24, Subpart E, while this offer is valid, and throughout 

the period of any contract that may arise from this offer. The bidder or proposer further agrees to 

include a provision requiring such compliance in its lower tier covered transactions. 

 

VENDOR CERTIFIES COMPLIANCE WITH 24 CFR PART 24 

 

Vendor _____________________________________________ 

 

Signature ___________________________________________ 

 

Printed Name ________________________________________ 

 

Title _______________________________________________ 

 

Date _______________________ 
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COMPLIANCE WITH 2 C.F.R. 200 REQUIREMENTS 
(UNIFORM GUIDANCE) 

 

For any and all procurements, contracts or grants utilizing federal funds, either directly or 

as a subrecipient, the City shall comply with all applicable federal law and regulations, 

including but not limited to the rules and requirements of 2 C.F.R. 200.317-200.326 

including: avoiding acquisition of duplicative items, ethics, debarment, civil rights, anti-

lobbying and environmental requirements, except where the City’s policies are more 

stringent, and 2 C.F.R. 200 requires the application of the more stringent requirement.  
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