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Feb 22 201 l Feb 11 500pm Feb 8 2011 Jan 28 500pm
Mar 2220 i 1 Mar 11 500pm Mar 8 20l l Feb 25 500 pm

SUBJECT TITLE PROPOSED REVISIONS TO THE TOWNS PURCHASING MANUAL

EXPLANATION The Commission determined that updating the TownsPurchasing Manual
was one of the top priorities to accomplish in FY 20102011 I concurred with the
Commissionsprioritization of this project as I found the purchasing policies did not provide for
many modern purchasing techniques gave the Department Directors very little authority to
make purchases had very low thresholds for bidding or using credit cards to make purchases
and gave staff authority to make purchases at thresholds much lower than other cities

We have provided aredlinedunderlined version of the Purchasing Manual that tracks alf of the
changes proposed by staff and a clean easytoread version that incorporates all of those
changes In addition I have attached a summary of purchasing thresholds in other Broward
cities

The significant changes proposed are

1The authorization of two significant additional vendor selection methods Requests for
Qualifications RFQs Letters of Interest LOIs Defines when an RFQ and a LOI would
be utilized and the procedures to be followed in those solicitations

2A proposal to increase various purchasing thresholds as follows
a Department Director authorization increases from1000 to4000
b Purchasing Administrators authority to ok purchases up to5000 is eliminated and

replaced by giving the Assistant Town Manager and the Finance Director authority to
approve purchases up to7500

c Increase the Town Managersauthority to approve purchases from a 15000 limit to
a 20000 limit There is no change proposed in the 15000 limit to procedure
professional services without bidding or formal proposals
The attached survey of other Broward cities indicate that 2000025000 is the
level at which most City Commissions must approve purchases although some goall the way to 50000 before requiring it
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3Modify the procedures for requiring quote and bids as follows

a Raise the threshold for purchases that require informal quotes from 500 to2000

The attached survey of Broward cities shows that most do not bother with quotes
until the procurement reaches the2500 level

b Require 2 documented verbal quotes for purchases between200001 499999

LBTS currently requires 3 written quotes for this level of procurement

c Require 3 documented verbal quotes for purchases between5000 999999

LBTS currently requires 3 written quotes the great majority of cities in the survey do

not require written quotes until higher levels

d Require 3 written quotes for purchases between 10000 20000 current LBTS

manual requires an RFP or ITB at the 15000 level and above most cities surveyed
go up to25000 with quotes

e Allow quotes obtained on the internet to be used and items to be purchased from the

internet

4Clarify that shipping costs are part of the bid or quote

5Differentiate between an Invitation to Bid ITB and a Request for Proposals RFP The

current Manual oddly treats ITBs as a subset of RFPs when they are in reality
completely different procurement processes intended for very different types of

situations

6Add the requirement that RFPS for projects or goods that are expected to call in excess

of 20000 will be distributed to the Town Commission no less than one week in

advance of publication of the RFP to allow the Commission time to review and

comment

7Clarify the role of the evaluation committee and that the committeesdeliberations are to

take place under the sunshine act guidelines

8Provide a means through the RFQ process to qualify several vendors as authorized to

perform services of a particular nature for the Town For example the Town could go

through a procurement process and designate two engineering firms as being qualified
to do engineering work for the Town When engineering work arose the Town could

rotate between the two or request specific proposals from the two and compare them
or ask one for a quote for the work to be done and if dissatisfied with how negotiations
on the quote go turn to the second firm for a quote Other cities and the County have

found this approach has multiple benefits it saves time it doesntlock you into using
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one firm when one firm is very busy and you are concerned you may not get their full
attention you have an alternative firm to work with it provides for some competition in

pricing since the one firm knows you can go to the other etc

9Strengthen the section on specifications

10Allow for publicizing bid invitations RFPs RFQs etc on the Towns website and other
electronic posting sites instead of being required to advertise them in a newspaper

11Add provisions that allow life cycle cost durability of products in our Oceanside
environment safety and security issues length and quality of the warranty and
environmental factors to come into play in making the procurement decision These are

real issues we grapple with every day eg products that dontlast a year in our saltair
environment and have to be replaced or have heavy maintenance requirements This
will give us more flexibility in buoying equipment that is durable

12Cite statutory requirements that restrict our procurement decision so that it is clear to
the user of the Purchasing Manual that they must be aware of these laws and
limitations Updates the different dollar thresholds contained in the manual to reflect
current statutory thresholds they were outdated We also wrote the language so that
as the stat laws change the Manual is automatically amended to reflect statutory
changes

13 Expand the description of change orders and how they work and can be approved

14 Limit the Town Managersauthority to extend contracts beyond their specified expiration
period pending renegotiation or award of a new bid to ninety days The current wording
is openended

15 Move the sections on sole source procurement and emergency procurement to Section
IV of the manual as that section deals with exceptions to the policies and they make
more sense being there

16 Clarify that we can negotiate for a lesser price on piggybacked contracts than the
vendor provided to the original jurisdiction Make sense if we are a smaller community
with lesser demands Also confirm that we can join cooperative bidding consortiums
as that type of arrangement is not contemplated in the current manual

17 Eliminate the 250 single and the 500 limit iri a 30 day period on purchases made with
a credit card The reason to have the credit cards is to facilitate purchasing and to buy
things on the Internet The current restrictions are prohibitive and defeat the reason for a
credit card

10262010
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18 Expand the list of procurements that are exempt from the policies to reflect what is
actual practice and has been for some time The items added are not really suited to
competitive purchasing

19 Raise the threshold for requiring two appraisals for purchase of property as the existing
threshold is not realistic in todays real estate market

20Allow for online sale of confiscated unclaimed abandoned or obsolete property

RECOMMENDATION Commission to review proposed revisions with goal of having
them adopted formally at the March 22 regular meeting

EXHIBITS 2010 Purchasing Survey
Proposed Purchasing Manual with Proposed Changes
Comparison of Proposed Manual to Existing Manual

Reviewed by Town Attorney
Yes No

Town Manager Initials j
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Purchasing Manual

AUTHORITY AND PURPOSE OF PURCHASING MANUAL

This Purchasing Manual sets forth the policies and procedures to be followed by Town

employees whenever goods andor services are being acquired or disposed of by the

Town of LauderdaleByTheSea Florida hereinafter Town or LauderdaleByThe
Sea The requirements contained in this Purchasing Manual must be strictly adhered

to Noncompliance with the provisions of this Purchasing Manual may lead to

disciplinary action

The purpose of this Purchasing Manual is to set forth the procedures that Town

employees or agents must follow to obtain the goods and services needed by
LauderdaleByTheSeawhile

complying with the legal requirements of public procurement

assuring vendors impartial equitable treatment

receiving maximum value for each public dollar expended

providing the proper quantity and quality of goods andor services at the time and

place required and

purchasing only properly authorized goods andor services for which funds have

been appropriated and not previously encumbered

In any situation where compliance with this Purchasing Manual will place Lauderdale

ByTheSea in conflict with state or federal law the Town shall comply with applicable
federal or state law or authorized regulations which are mandatorily applicable and

which are either not reflected in this Purchasing Manual or are contrary to provisions of

this Purchasing Manual
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Purchasing Manual

II DEFINITIONS

For the purpose of these procedures the following terms phrases words and their

derivations shall have the meaning given herein When not inconsistent with the

context words used in the present tense include the future words in the plural numbers
include the singular number words in the masculine gender included the feminine and

words in the singular number include the plural number The word shall is always
mandatory and not merely directory

A APPLICABILITY

As used throughout this Purchasing Manual the words and terms defined in this

Section shall have the meanings set forth below unless the context in which they
are used clearly requires a different meaning or a different definition as

prescribed for a particular Section or portion thereof

B DEFINED TERMS

1 Addendum means a written or graphic instrument issued prior to the

opening of bids or proposals which clarifies corrects or changes the

bidding documents or contracts

2 Award means the acceptance of a bid offer or proposal by the proper

LauderdaleByTheSea authority per Section III below

3 Best Interest of LauderdaleByTheSea means a professional
assessment of what will result in maximum benefit being conferred upon

LauderdaleByTheSea

4 Bid Bond means a form of bid security executed by the bidder as

principal and by a surety to guarantee that the bidder will enter into a

contract within a specified time and furnish any required performance
bond

5 Blanket Purchase Order is a purchase order that covers the purchase of
supplies of a like nature for a stipulated period of timeie 12 months

6 Brand Name or Equal Specification means a specification limited to one

or more items by manufacturers name or catalog number to describe the
standard of quality performance or other prominient characteristic needed
to meet LauderdaleByTheSea requirements

is
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Purchasing Manual

7 Capital Purchases means all tangible personal property having an original
acquisition cost of two thousand dollars200000 or more per unit and a

life expectancy of more than one year including but not limited to the

purchase of software

8 Change Order is a written order amending a purchase order to correct

errors omissions discrepancies acceptable overruns freight
costsincorporate requirements to expand or reduce the scope of goods or

services ordered or to direct other changes in contract execution to meet

unforeseen field regulatory or market conditions

9 Commodities include but are not limited to goods equipment materials and

printing which is purchased leased or otherwise contracted for by
LauderdaleByTheSea

10 Competitive Bids or Competitive Offers means bids or offers submitted by
responsive qualified bidders or respondents

11 Construction means the process of building altering repairing improving
or demolishing any structures buildings or improvements to real property It

does not include the routine operation repair or maintenance on existing
structures buildings or real property

12 Consultants Competitive Negotiations Act CCNA is the common name

for Section 287055 of the Florida Statues concerning the procurement of
Architectural Engineering including testing Landscape Architecture and

Registered Surveying and Mapping Services

14 Contractor means any person or business having a contract with

LauderdaleByTheSeato perform a service or sell a product aka vendor

15 Contractual Services means the rendering of a contractor of their time and
effort rather than the furnishing of specific commodities materials goods
equipment and other personal property The term applies only to those

services rendered by individuals andor firms who are independent
contractors other governmental agencies or nonprofit organizations who

provide services on a contractual basis such as the Florida League of Cities
counties or municipalities

16 Cooperative Purchasing means procurement activities and contracts

acrurg 5
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Purchasing Manual

conducted by or on behalf of more than one governmental entity

17 Debarment or Suspension means a disqualification of a business or

person from receiving invitations for bids requests for proposals or the

award of contracts by LauderdaleByTheSeabecause of previous illegal or

irresponsible action or the failure or the inadequacy of performance

18 Designee means a duly authorized representative of a person holding a

management position

19 Emergency Purchase means a purchase made to alleviate a situation in

which there is a threat to health welfare or safety that does not allow for

the normal competitive purchasing procedures under certain conditions

defined as an emergency by the jurisdiction

20 Environmentally Preferable Purchasing means considering factors of

sustainability and environmental impact ie the use of natural products
energy savings potential the durability of the product in the Towns coastal

environmental conmditions in making procurement decisions and awards

21 Governmental Agency means any agency of the Federal State or any
local government or local governmental entity

22 Invitation to Bid means a written solicitation for competitive sealed bids
with the title date and hour of the public bid opening designated and

specifically defining the commodities or contractual services for which bids

are sought The invitation for bid will be used when LauderdaleByTheSea
is capable of specifically defining the scope of work for which a contractual

ervice is required or is capable of establishing precise specifications
defining the actual commodities required The invitation to bid will include

instructions to bidders plans drawings and specifications if any a bid form
and other required forms and documents to be submitted with the bid

23 LauderdaleByTheSeameans the Florida Municipal Corporation known as

the Town of LauderdaleByTheSea

24 Letter of Interest LOI a method of selecting a vendor whereby all
vendors are invited to submit a summary of their qualifications and state
their interest in performing a specific job or service

25 Mandatory Bid Amount means the dollar threshold at which the formal bid

process is required The acquisition of any commodity or service may not be
divided to circumvent the requirement of the Mandatory Bid Amount

6
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Purchasing Manual

26 Negotiations for Professional Service means the act of determining
terms conditions and prices for the performance of professional services

27 Notice of Award means the written notice by LauderdaleByTheSea to the

apparent successful bidder or offeror

28 OpenEnd Contract means a funded contract whereby an indefinite quantity
of supplies services or constructions are to be procured over an identified

time span when needed

29 OpenEnd Purchase Orders means a purchase order whereby a vendor

provider supplies services or construction on demand or on a prescribed
schedule An OpenEnd Purchase Order may be used as a release and

encumbrance document to authorize procurement of any predetermined
amount from an openend contract on an asneeded basis

30 PerformanceConstruction Bond means a bond of a contractorvendor in

which a surety guarantees to LauderdaleByTheSea that theworkservices

of that contractor or vendor will be performed in accordance with the contract

documents At the discretion of LauderdaleByTheSea where not

prohibited by other law an irrevocable letter of credit issued by a financial

institution may substitute for aperformanceconstruction bond

31 Pirocurement is the buying purchasing renting leasing or otherwise

obtaining any commodities services construction or any other items
including description of requirements selection and solicitation of sources

preparation and award of contracts and all phases of contract administration

32 Professional Services means any services where LauderdaleByTheSea
is obtaining advice instruction or specialized work from a person or firm

Professional services may include an oral report or written advice Because

the main thrust of the service is not considered labor but the exercise of

intellectual ability the procurement of professional services does not lend

itself to normal competitive bidding and price competition alone These
services may be procured by Requests For Proposals Letters of Interest
Requests for Qualifications and selected through Competitive Selection and

Negotiation or at the Town Managersdiscretion on an as needed basis

33 Purchase Order means aLauderdaleByTheSeadocument to formalize a

purchase transaction with a vendor conveying acceptance of a vendors

proposal The purchase order should contain statements as to quantity
description and price of the supplies services or construction ordered and

fir
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Purchasing Manual

applicable terms as to payment discounts date of performance
transportation insurance and other factors

34 Purchasing Administrator means the principal LauderdaleByTheSea
purchasing official designated by the Town Manager as responsible for the

procurement management and disposal of commodities in accordance with

the policies contained in this Purchasing Manual

35 Quotation means an informal verbal or formal written notice by a vendor

to LauderdaleByTheSeastating the prices terms and conditions under

which they will furnish certain goods or services

36 Request for Proposals RFP means all documents whether attached or

incorporated by reference for soliciting sealed proposals including any
addenda A RFP is characterized by a description of the desired product or

service and a description of the processforevaluating vendor responses

37 Request for Qualifications RFQ Formal invitation from LauderdaleBy
TheSea to vendors to submit a statement of qualifications The RFQ
identifies the desired minimum qualifications of the individuals or firms a

scope of work statement any project requirements and states the relative

importanceof selection criteria that will be used in compiling the short list of

prospective firms for further consideration

38 Responsible Btlder or Responsible Offeror means an individual or firm

who has submitted a bid that conforms in all material repects to the invitation

to bid or request for proposals and who has the capability in all respects to

perform fully the contractual requirements and the tenacity perseverance

integrity experience ability reliability capacity facilities equipment
financial resources and credit which will give reasonable expectation of good
faith performance

39 Selection and Negotiation Committee is a group of persons appointed by
the Town Manager to rank in preferential order those professional firms or

individualsinterested in providing services on a particular project andor to

negotiate a final contract with the highest ranked firm

40 Services means the furnishing of labor time and effort by a contractor not

involving the delivery of a specific end product other than reports which are

merely incidental to the required performance This term shall not include

employment agreements or collective bargaining agreements
oa 8
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41 Short listing is a process by which the number of responsive candidates or

firms is reduced to a manageable number for more detailed evaluation by a

ranking of the candidates or firms by an evaluation committee Short List

means the names of candidates or firms that have been selected for further
consideration for award of the contract from a considerably longer list of

responsive offerers

42 Specification means any description of the physical or functional
characteristics or of the nature of a supply service or construction item It

may include a description of any requirement for inspecting testing or

preparing a supply service or construction time for delivery Specifications
may also contain provisions for inclusion of factors which will lead to the

ultimate calcualtion of the lowest total cost All specifications shall seek to

promote overall economy for the purpose intended and encourage

competition in satisfying LauderdaleByTheSeasneeds and shall not be

unduly restrictive

43 Sole Brand means the only known brand or only reasonable brand capable
of fulfilling LauderdaleByTheSeasneeds

44 Sole Source means only one vendor possesses the unique and singularly
available capability to meet the requirement of the solicitation such as

technical qualifications ability to deliver at a particular time services from a

public utility or a situation where a particular supplier or person is identified
as the only qualified source available to the requisitioning authority

45 State Contracts are term contracts released by the State of Florida

Department of Management Purchasing Division or any other State of

Florida Agency such as Department of Highway Safety or a states

university that may be utilized at the option of local government agencies

46 Supplies mean all property including but not limited to equipment material
printing and equipment leases but specifically excluding the acquisition of

interests in real property by LauderdaleByTheSea

47 Surety means an organization which for consideration promises in writing
to make good the debt or default of another The surety must hold a

certificate of authority as an acceptable surety on federal bonds published in

the current Circular 570 United States Department for the Treasury and the

Federal Register effective July 1 annually as amended

a 9
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48 Surplus Property means any property belonging to LauderdaleByThe
Sea which is capable of being used but is in excess of the normal operating
requirements of LauderdaleByTheSea This property may be disposed of

by auction or other means which proves to be the most beneficial to

LauderdaleByTheSeaas determined by Section V below

49 Town means the LauderdaleByTheSeamunicipal government

50 Town Manager means the individual appointed by the Town Commission as

the administrative head of the LauderdaleByTheSea municipal
government

51 Town Commission means the elected legislative body of the Lauderdale

ByTheSeamunicipal government

1 Qoconi nna
oxa

3022011



General Purchasing
Policies

coonnna
t9nW

3022011



Purchasing Manual

III GENERAL PURCHASING POLICIES

A Overall Purchasing Requirements

1 General Purchasing Policies apply to all procurement of goods
construction andor services by LauderdaleByTheSea unless

specifically excluded as described under exceptions Section IV of this

manual

2 The acquisitiondisposal of goods property andor services shall not be

subdivided in order to circumvent any provision of this Purchasing Manual

3 Vendors may not attempt to secure favoritism in the expenditure of public
funds by offering bribes gifts or providing entertainment to LauderdaleBy
TheSea employeesofficials having the ability to influence vendor

selection decisions

LauderdaleByTheSeaemployeesofficials or spouse dependent
partner subordinate of any LauderdaleByTheSeaemployeeofficial shall

not at any time accept any compensation payment or thing of value

when such officer or employee knows or with the exercise of reasonable

care should know that it wasgiven to influence a vote or other action in

which the LauderdaleByTheSeaofficeremployee was expected to

participate in his official capacity

There shall be inserted in all contracts and contractor shall be required to

insert in all subcontracts the following provision No officer or employee
of the Town of LauderdaleByTheSea Florida during his or her term of

employment or for one year thereafter shall have any interest direct or

indirect in this contract or the proceeds thereof

4 LauderdaleByTheSea shall not knowingly acquire goods property
andor services from vendors who have been found guilty of a public
entity crime as defined in Section 287133 of Florida Statutes

Accordingly vendors covered by Section 287133 of Florida Statutes will

provide to the Town a sworn statement as required by that statute

LauderdaleByTheSea will not knowingly contract with vendors on the
State of Florida discriminatory vendor list prescribed in Section 287134 of

Florida Statutes
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5 Procurements for the personal use or benefit of LauderdaleByTheSea
officialsemployee are prohibited Town officialsemployees are also

prohibited from using the LauderdaleByTheSea name or the

officialsemployeesposition to obtain special consideration in personal
purchases however this prohibition shall not apply to discounts or offers

extended to government employees and officers in general eg discounts

offered at amusements parks or hotels

6 LauderdaleByTheSea is exempt from paying all local and state sales

taxes as well as Federal Excise taxes The Towns Finance Director will

provide the necessary exemption documents to any vendor upon request
Thus LauderdaleByTheSea officialsemployees should make every
effort to ensure that salesexcise taxes are not charged by the vendor

7 If an item covered by aproperlyauthorized Purchase Order cannot be

supplied by the selected vendor in the required timeframe the substitution
of a suitable equivalent item may be approved using the Change Order

procedures described in Section III

8 Should the selected vendor fail to meet any specified requirement of a

procurement the vendor can be cited for nonperformance The

seriousness of nonperformance must be evaluated in coordination with

the Town Attorney based on the circumstances surrounding each

violation However there should always be some recourse for

LauderdaleByTheSeawhen a vendor fails to perform in accordance with

the terms and conditions

These recourses include but are not limited to

a LauderdaeByTheSea may exercise its rights under a liquidated
damage clause or under the terms of a performance bond

b LauderdaleByTheSeamay obtain the needed items from another

source and charge the delinquent vendor the excess difference in
cost

c The Town Manager or designee may terminate the contract for
default if it is in the best interest of LauderdaleByTheSea

9 Whenever two or more bids proposals or replies that are equal with

respect to price quality and service are received by LauderdaleByThe
13 sed18x595
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Sea for the procurement of commodities or contractual services a

bid proposal or reply received from a business that certifies in

accordance with Florida Statutes Section 287087 that it has implemented
a drugfree workplace program shall be given preference in the award

process

Additionally if two 2 or more vendors are tied as to quality delivery
times and price the tie may be broken and the vendor selected based on

the location of the vendors actual operations The local preference shall

favor first vendors conducting actual business operations from a

facilityoffice physically located within the municipal boundaries of

LauderdaleByTheSea

If none of the vendors so qualify then favor shall be shown to vendors

conducting actual business operations from a facilityoffice physically
located within Broward County

If none of the vendors so qualify then favor shall be shown to vendors

conducting actual business operations from a facility office physically
located within the State of Florida Preference for Floridabased vendors

is required by Florida Statutes Section 25504 when erecting or

constructing any public or institutional building Preference for Florida

based vendors of commodities is provided for in Florida Statute Sections

287082 287084 and 287092 However LauderdaleByTheSeashall

not show preference to vendors solely on the basis of being minority
business enterprises under Florida Statutes Sections 287093 and

2870931

10 No obligations for expenditures of LauderdaleByTheSea funds may be

incurred except pursuant to and only to the extent of a specific
appropriation of funds in the Town CommissionAdopted LauderdaleBy
TheSea budget This provision shall apply without being limited to any
formal or informal contractual obligation eg Purchase Order for the

purchase or lease of supplies services or equipment No money may be

drawn from the LauderdaleByTheSea treasury nor may the appropriate
LauderdaleByTheSea officials execute any check draft warrant note
contract or other negotiable instrument except pursuant to and only to

the extent of a specific appropriation of funds in the budget to be used for

such payment or procurement Accordingly the availability of funds must
be approved by the Finance Director or designee before LauderdaleBy
TheSea is contractually obligated to any procurement
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B Vendor Selection Methods

1 General Guidelines

There are five vendor selection methods used by LauderdaleByTheSea
Quotes Invitations to Bid ITB Requests for Proposals RFP Requests
for Qualifications RFQ and Letters of Interest LOI Quotes are

normally used when the expected cost of goods or services is twenty
thousand dollars 20000 or less This is the informal method of vendor
selection The remaining four methods ITB RFP RFQ and LOI are

formal competitive vendor selection methods and must be used when

costs are expected to be above twenty thousand dollars 20000 They
may also be used for smaller purchases when it is anticipated that

LauderdaleByTheSea will derive sufficient additional benefit to justify
their use

Exceptions to therequired vendor selection methods are permitted in

specific instances See Section IV of this manual or when preapproved
by the Town Manager in emergency situations

Under no circumstances may known or anticipated annual requirements
for commodities and services from a vendor be broken into smaller

quantities to circumvent the requirement to use a formal vendor selection

process

2Informal Vendor Selection Methods

a All procurements of goods andor services as well as award of

contracts and related change orders in excess of twenty thousand

dollars 20000 must be approved by the Town Commission before

such purchase is made or a contract is awarded Unless waived by
the Town Commission procurements above twenty thousand dollars

20000 shall be selected through a Formal Bidding Process

b Once a contract has been approved by the Town Commission the

Town Manager may exercise any extension or renewal options
included in that contract

o 15
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c All procurements of goods andor services as well as award of

contracts and related change orders that do not exceed twenty
thousand dollars 20000 must be approved and documented as

follows

APPROVAL DOLLAR THRESHOLD

Department Director Up to 400000
Finance Director or Assistant

Town Mana er U to750000
Town Manager 750001 to2000000
Town Commission 2000001 and above

AMOUNT REQUIRED
DOCUMENTATION

Up to200000 Not subject to bidsquotes
200001 to 499999 Two verbal documented

uotes

500000to999999 Three verbal documented

quotes
1000000 to2000000 Three written documented

quotes

Over2000000 ITBs RFPs RFQs LOIs

d Printed documentation from a website can be utilized as a written or

verbal quotation of pricing for items that can be procured through the

Internet

e Shipping costs should be included in the determination of the lowest

bid

For any procurement the Town Manager has the discretion to impose additional

purchasing requirements

16
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C Purchasing Documentation

1 Documenting a Purchase Request

After obtaining the required pricing information described above the department
director making the purchase shall provide to the Purchasing Administrator

documentation of the quotes or bids received a recommendation on which

vendor is recommended and an explanation of any reasons why the lowest bid

was not selected and other information needed to complete the purchase such

as the quantity quality price delivery timelocation of goods property andor

services to be acquired and the budgeted account to be charged The

documentation should also detail other conditions of the procurement such as

service warranty and paymenf terms and indicate that all applicable
procurement requirements have been followed It is the responsibility of the

LauderdaleByTheSeadepartment to submit the purchase request sufficiently
in advance of the date of goodsservices are needed to allow for its timely review

approval and processing

2 Purchase Orders

After the LauderdaleByTheSea Finance Director has verified the availability of

budgeted funds for a procurement and has verified that the procurement is being
made in accordance with the policies prescribed in this manual the Purchasing
Administrator will generate a numbered Purchase Order The Purchase Order

must be signed by the Purchasing Administrator and the management official

who is authorized by Section B2to approve that level of expenditure

The issuance of purchase orders by unauthorized individuals will not be

recognized by LauderdaleByTheSeaand payment of these obligations will not

be approved

The Purchasing Administrator will keep a numerical log and copies of all issued

Purchase Orders

It is preferred that purchase orders establishes venue for enforcement in Broward

County Florida
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D Formal Vendor Selection Methods

1 A determination will be made by the Purchasing Administrator after consultation

with the user department as to which formal competitive vendor selection

method will be used Methods include

a Invitation to Bid ITB

An ITB is used when specifications are welldefined The ITB shall include

instructions to bidders plans drawings and specifications if any a bid form and

other required forms and documents to be submitted with the bid Under this

type of solicitation the recommendation of award is normally to the lowest

responsive and responsible bidder Life cycle costs of the commodity or

equipment to be purchased can be used in evaluating which vendor is lowest

responsive and responsible bidder

b Request for Proposals RFP

An RFP is a written request to vendors to submit proposals that describe the

methodology the respondent will utilize to provide analysis design or other

professional services designbuild services or operational services on an issue

or a need LauderdaleByTheSeahas specifically identified

In most cases and except when prohibited by State Statute prices for the

services will also be requested The vendors experience and qualifications
together with the proposed methodology are evaluated and may take

precedence over price in the procurement decision in this selection method
RFPs will generally buf not always state the relative importance that price and

any other evaluation criteria will be accorded in the vendor selection process

Prior to the release of any RFP that the Town staff anticipates will result in a

purchase in excess of twenty thousand dollars 20000 a draft copy of the RFP
shall be sent to the Town Clerk for distribution to the Town Commission no less
than one week in advance of publication of the RFP

LauderdaleByTheSea may engage in discussions with respondents for the

purpose of clarification to assure full understanding of and conformance to the
solicitation requirements Respondents shall be accorded fair and equal
treatment with respect to any opportunity for discussion
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The Purchasing Administrator will first review the proposals to determine if each

proposal is responsive to the requirements of the RFP The Purchasing
Administrator has the authority to notify the responder of nonsubstantive

omissions in their proposal and give them a short deadline to correct those

omissions The Purchasing Administrator will determine which proposals are

deemed nonresponsive to the RFP and those respondents will be notified in

writing of the Purchasing Administratorsdecision

Evaluation of the responsive proposals will normally be completed by an

evaluation committee that is composed of individuals who have knowledge of or

experience with the project issue or profession that is the subject of the

procurement The evaluation committee members are appointed by either the

Town Manager or Assistant Town Manager The Purchasing Administrator

normally facilitates the evaluation process but ss not a voting member of the

evaluation committee The Purchasing Administrator is also the only staff

member who should be in contact with the responders between the times the

evaluation committee is appointed and they complete their evaluation process
and submit recommendationstothe Town Manager or Town Commission

Because the Town has a very small staff there will be cases where it is

appropriate for the Purchasing Administrator to be a member of the evaluation

committee In such cases the Town Manager sha11 appoint another staff member

to fulfill the facilitation and communication with respondents roles normally
carried out by the Purchasing Administrator

c Request for Qualifications RFQ

An RFQ is a formal invitation to vendors to submit a statement of their

experience education certifications etc that qualify them to perform work for

the Town This approach differs from an RFP in that it places greater emphasis
on the qualifications of the potential respondents and their track record of quality
performance rather than a specific methodology they utilize The RFQ identifies
the desired minimum qualifications of the respondents a scope of work

statement project requirements and states the relative importance of selection

criteria that will be used in compiling a short list of prospective respondents for

further consideration

Responses are evaluated by an evaluation committee and facilitated by the

Purchasing Administrator Depending on the number of qualification responses
received a shortlist of three to five respondents are usually identified for further
consideration These shortlisted respondents are then interviewed by the
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evaluation committee The shortlisted firms may either be ranked in order of the

committees evaluation of the respondents experience qualifications and in

some cases the quality of their presentation to or discussions with the committee
or a number of respondents may be determined to be qualified to perform work

for the Town

When respondents are ranked in order this ranking is presented to the Town

Manager or the Town Commission for approval depending on the size of the

contract that is anticipated Staff will then negotiate a contract for the services

needed with the number one ranked respondent and bring the contract back to

the Town Manager if it is within his or her approval authority or to the Town

Commission for approval if the contract amount exceeds the Town Managers
authority

In certain circumstances where continuing agreements are sought multiple firms

may be determined to be qualified and are placed on a qualified vendors list for

the types of services identified in the RFQ When a project or assignment is to be

contracted to an outside vendor for suchwork the Town may either rotate the

work between qualified vendors or may ask the qualified vendors for sealed price
quotes if allowed by law andorschedules to do the work and make a selection

based on price if allowed by law andor schedule to complete the work In such

cases staff will negotiate a contract with the selected vendor and bring it to the

Town Manager for approval or to the Town Commission if the contract price
exceeds the Town Managersapproval authority

d Letter of Interest LOI

An L01 is a formal invitation to vendors to submit a proposal It identifies in

general terms the work required and directs the respondents to provide a letter

regarding the respondentsinterest in working with the LauderdaleByTheSeaon

the particular project Respondents provide a statement of experience and

qualifications of key personnel Costs or fees are not part of the response

Responses are evaluated by an evaluation committee as described in the RFP

section Based on the experience and qualifications the responses are ranked

Thisranking is presented to the Town Manager or Town Commission depending
on the dollaramount of the contract requesting authorization to enter into contract

negotiations with the top ranked respondent The resulting contract is then

brought back to the Town Manager if within his or her authority for approval or to

the Town Commission for approval if the contract amount exceeds the Town

Managers authority Architectural and engineering services are examples of

services for which this type of solicitation is sometimes used
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The Town may shortlistthe respondents to RFPs RLIs or RFQs in order to facilitate more

indepth analysis of a more manageable number of responses The Town may also seek

clarification from proposers as long as such requests are made of or discussions are held

with all proposers or all shortlisted proposers Individual members of the evaluation

committee however may not conduct such discussions or communications they must be

done by the full committee or by the Purchasing Administrator The opportunity for

discussion and revision of proposals may also be limited to thisgroup

E EXCEPTIONS

Exceptions to these purchasing policies and

requirement for competitive vendor selection

Purchasing Manual

goods and services that are exempt from the

processes are detailed in Section IV of this

F FORMAL SOLICITATION PROCESS

1 Specifications

In appropriate circumstances the specification of goodsservicesproperty to be

procured by LauderdaleByTheSea should be drafted to encourage vendors to

propose reasonably comparable alternatives that ensure the Town obtains the best

possible price while avoiding terms that are vague or subject to varying
interpretations

The Purchasing Administrator shall strive to assure that all specifications issued by
LauderdaleByTheSea provide for free and open competition among all vendors
and preclude lockin of any vendor or brand unless items are purchased under

approved sole source or sole brand provisions Any specification may eliminate

some vendors or brands ifthe vendor or brand does not meet the legitimate needs

of he Town

The Purchasing Administrator will ensure the solicitation documents include

specifications that are as welldefined as possible The user department is

responsible for developing specifications such as bid specifications scope of
service and evaluation criteria As the prime user the department is best aware of

any special characteristics any new developments in the field as well as the
technical specifications of the product or service The Purchasing Administrator may
review specifications and make suggestions such as alternate products when

appropriate
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There are many different types of specifications however all specifications
regardless of the type must be clear and complete The specification must clearly
and completely express the needs of LauderdaleByTheSea in such a manner that

the vendor will have the same understanding as that of the Town in what is required
The following are some of the more common type of specifications

a Qualified Products or Acceptable Brands List These lists are developed only
where it is not possible to write specifications adequate to identify the quality
and performance required of the goods or services to be purchased
Acceptable brand lists are also used when tests necessary to determine

compliance with technical specifications are lengthy costly or require
complicated technical equipment

b Specification by Brand or Trade Names Brand or trade names may be used

where brand name products have been found to be superior to others for the

purpose intended or when their composition is secret unknown or patented
The use of brand names establishes a quality standard but is not intended to

limit or eliminate competition Whenever this method of establishing
specifications is used the specifications should explicitly provide for

equivalents It is incumbent on a vendor offering equivalent goodsservices to

those specified to document that the goods or services are in fact
equivalent

c Specification by Blueprint or Dimension Sheet Specifications of construction

projects such as buildings streets custombuilt cabinets furniture
machines or other equipment should be written to reference the blueprints or

dimension sheets prepared by the projectsengineer architect designer or

equivalent Such specifications shall provide an appropriate method of

evaluating all bids and later of verifying the quality of the construction work or

the equipment or fixtures delivered

d Specifications by Performance Purpose or Use Specifications which include

a set of performance criteria for the goods or services required are

appropriate as they will provide flexibility for vendors to design products or

programs pecifically aimed at meeting the purpose or performance
standards LauderdaleByTheSeahas established

e Specification by Identification With Industry Standards Specifications will

often refer to industrywide standards or to standards set by other public
jurisdictions Some examples of these would be lumber grading standards

set by the asphalt or concrete industries or by referencing standard

specifications of the Florida Department of Transportation or other State or
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Federal agencies

2 Public Notice

Public notice of the ITB RFP RFQ or LOI shall be given not less than ten 10 calendar

days prior to the date set forth in the notice for the opening of the responses The Town

will publicly advertise the procurement in the manner best suited for the particular
commodity or service being acquired Being listed on the Townswebsite is considered

public notice for these purposes The notice shall state the place date and time of the

opening of the responses

When in the sole discretion of the Town Manager the available RFP specifications do

not promotepermit full and free competition among potential vendors without prior
technical evaluation and discussion atwostep process may be used In the first step
the Town would issue an RFP to which interested potential vendors respond with

necessary information andornonpriced technical offers Then those potential vendors

who are determined by the Town to have submitted technically acceptable offers are

invited to submit sealed prices based on their technical offers

3 Response Submissions

All responses shall be submitted in sealed envelopes which shall be clearly identified

with the name and number of the solicitation and the respondentsname on the exterior

of the envelope and delivered to the Town Clerksoffice

4 BidProposalBond Performance Bond

Bid bonds also known as proposal bonds may be required in conjunction with

responses to guarantee the responders will not withdraw their bids for a specified time

period Should the respondent withdraw their bid they may be required to forfeit the

bond amount

Bid bonds shall be required for all construction projects when the total contract price is

estimated to exceed seventyfive thousand dollars 75000 In all other cases the

Town reserves the right to require a bid or proposal bond when deemed necessary by
the Purchasing Administrator The successful bidder may be required to submit a

performance bond in the amount of One Hundred Percent 100 of the contract

amount awarded within ten 10 days after being notified the contract has been
awarded
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Bid bonds shall be by cash a certified or cashiers check a surety bond or an

irrevocable standby letter of credit in an amount not less than five percent 5 of the
amount of response If a surety bond is provided the surety company must be
authorized to do business as a surety in Florida

Per Florida Statute Section 25505 a payment bond and a performance bond with any
surety insurer authorized to do business in Florida or prescribed alternative collateral
will be required by the Town whenever a contract for the construction of a public
building exceeds two hundred thousand dollars 200000

Additional qualifications for surety bond insurers for certain constructionrelated
consultants are set forthin Florida Statutes Section 2870935 and must be complied
with if applicable

5 Cancellation or Postponement of Response Opening

Any time prior to the bid opening date and time the Purchasing Administrator may
cancel or postpone the bid opening or cancel the bid document in its entirety In

addition the Town reserves the right to accept or reject any or all bids or parts of bids
to waive irregularities and technicalities and to request rebids on required goods or

services LauderdaleByTheSeaalso reserves the right to award the contract on such

goods or services the Town deems will best serve its interests or to elect not to proceed
with procuring the goodsservices

6 Formal Opening of Responses

Responses shall be opened by the Purchasing Administratordesignee at the time and
place designated in the public notice The opening shall be witnessed by the Town
Clerk or designee No late responses shall be accepted or opened if received after the
date and time specified in the public notice All late responses shall be returned
unopened to the bidder

For RFP RFQ and LOI responses a list of the names of all responders shall be read
aloud by the Purchasing Administratordesignee

All response documents shall become the property of the Town and will not be returned
to the responders When the contract is awarded all documentation produced as part
of the contract shall become the exclusive property of the Town

For an RFP RFQ or LOI response the Purchasing Administrator or designee may at

the evaluation committees request and within a reasonable time period after the
ter F
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response opening request additional or corrective information of the responders
concerning hisher responsibility to perform and the responder may voluntarily after bid

opening provide additional or corrective information concerning hisher responsibility as

a vendor

It shall be the practice of the Town that

presence of witnesses and read aloud to

state the ITB number and total price bid

ITB submittals shall be publicly opened in the
include the name of the bidder their city and

7 Formal Evaluation Process

a Bids shall be unconditionally accepted without alteration or correction except as

described below Bids shall be evaluated based on the requirements set forth in
the bid document which may include criteria to determine acceptability such as

inspection testing quality workmanship delivery service price completion
date andor suitability for a particular purpose

b Corrections or withdrawal of inadvertently erroneous bids shall be permitted up to
the time of bid opening After bid opening no changes in bid prices or other

provisions shall be permitted provided however the Purchasing Administrator
shall have the authority to waive minor irregularities as provided by law or correct
obvious calculation errors

c Those criteria that will affect the bid price and be considered in evaluation for

award excluding cash discounts shall be objectively measurable such as trade
discounts transportation costs and total or life cycle costs The bid document
shall set forth the evaluation criteria to be used No criteria may be used in bid

evaluations thatare not set forth in the bid document

d All quotations and proposals must be signed with the vendor name and by an

officer or employee having the authority to bind the vendor with that signature
Bids having any erasures or corrections must be initialed by the bidder in ink
Bids shall be typewritten or written with pen and ink Signatures must be original
and in ink

e This signed bid shall be considered an offer on the part of the bidder which offer
shall be deemed accepted upon authorized approval by the Town In case of
default on the part of the bidder after such acceptance the Town may take such
action as it deems appropriate including legal action for damages or specific
performance

f The successful bidder shall NOT assign transfer convey sublet or otherwise
dispose of said contract or his right title or interest in or to same or any part
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thereof without previous consent in writing from the Town

g Bids on individual items must include unit prices as well as total prices Where a

variance exists on the bid form between the unit price and the extension or

whenever other discrepancies are noted between prices on the bid form and

prices quoted elsewhere in the bid package the unit price quoted on the bid form
shall prevail Numbers that are spelled out shall have precedence over numerals

h Unless otherwise stated the quantities or usage shown in the bid document are

estimated only No guarantee or warranty is given or implied by the Town to the
total amount that may be or may not be purchased from any resulting contracts
These quantities are for bidder information only and will be used for tabulation
and presentation of bid and the Town reserves the right to increase or decrease

quantities as required

i Bidder warrants by virtue of bidding that prices and terms and conditions in the
bid will be firm for acceptance and will not be withdrawn for a period of ninety
days 90 from the date ofthe bid opening Prices shall be firm with no escalator
clauses

j The Town is exempt from any taxes imposed by the State or Federal
Government Exemption certificates will be supplied upon request

k Whenever materials or equipment are specified or described in the bid document

by using he name of a proprietary item or the name of a particular supplier the

naming of the item is intended to establish the type function and quality required
The bidder will be required to submit sufficient information to allow the Town to
determine that the material or equipment proposed is equivalent to that name

The Town will be the sole judge concerning the merits of proposed material or

equipment

I All goods or equipment bids shall comply with all applicable Federal State and
local laws relative thereto including all safetyrelated items as required by the
Federal Occupational Safety and Health Act OSHA

m Generally all contracts awarded by the Town shall include the requirement that
the successful bidder shall defend actions or claims brought and hold the Town
harmless from loss cost or damage by reason of actual or alleged violations of
Federal State or local law in the design or manufacturing of equipment andor
materials
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8 Award of Contract

Contracts shall be awarded to the lowest responsive responsible bidder Bidder
refers to firms who provide quotes or responses in addition to formal bids In

determining lowest responsive responsible bidder in addition to price the Town

may consider

a The ability capability and skill of the bidder to perform the contract or provide the

service required Providing the required service includes but is not limited to an

adequate amount of insurance coverage as set by the Purchasing Administrator

Documentation of coverage is through the Purchasing Administrators

acceptance of the Certificate of Insurance

b Whether the bidder can perform the contract or provide the service promptly or

within the time specified without delay

c The character integrity reputation judgment experience and efficiency of the

bidder

d The quality of performance of previous contracts or services with LauderdaleBy
TheSea andwith other entities

e The previous and existing compliance by the bidder with laws and ordinances

relating to the contract or service

f The sufficiency of the financial resources and ability of the bidder to perform the

contract to provide the service

g The qualityavailability and adaptability of the supplier or proposed contractual
services to the particular use required

h The ability of the bidder to provide future maintenance and service for the use of
the subject of the contract and the associated maintenance cost

i The number and scope of conditions attached to the bid or quote

j Bidders history of default on prior public contracts

k Bidders history of litigation or arbitration

Life cycle costs of the equipment or product bid compared to the life cycle cost of

b
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equipment or products bid by other bidders

m Durability of safety or security of and warranties for of the equipment or product
bid or quote compared to those same traits of equipment or products of other

bidders

A record should be maintained by the Purchasing Administrator of bidding information on

materials in regular use Such records shall include a bidders list specifications previous
quotations and bids received

Vendors who believe they have been unfairly treated during the formal bidding process may
file a complaint with the Town Manager Complaints shall be submitted in writing within ten

10 days after the aggrieved vendor knows or should have known the facts giving rise thereto

The written protest must be accompanied by a filing fee in the form of a money order or

cashiers check payable to LauderdaleByTheSea in an amount equal to ten percent of the

contract value which resulted from an RFP fTB LOI or RFQ but no greater than five

thousand dollars5000 The filing fee shall guarantee the payment of all costs which may
be adjudged against the protester in any administrative or court proceeding or in investigating
the protest

The Town Manager or designee shall investigate as far as resources allow and determine the

validity of the complaint If the complaint is not resolved by mutual agreement of the Town and

the vendor the Town Manager or designee shall promptly issue a decision in writing after

consulting with the Town Attorney The decision shall state the reasons for the action taken
A copy of this decision shall be mailed or otherwise furnished immediately to the complainant
and any other party involved

If a protest is upheld by the Town the filing fee shall be refunded to the protester

Following the identification of the lowest responsive responsible bidder and the resolution of

any written vendor protest the Town Manager shall recommend to the Town Commission that

a contract be awarded to the selected vendor

G COMPETITIVE CONSULTANTSNEGOTIATION ACT SELECTION OF AUDITORS

Florida Statutes Section287017 known as the Competitive Consultants Negotiation Act
require that acquisition of professional architectural engineering landscape architectural
design criteria surveying or mapping services must be made in compliance with the
Consultants Competitive Negotiation Act if they are for either a construction project costing at
least three hundred twentyfive thousand dollars325000 or a designplanningstudyactivity
where the fee is at least thirtyfive thousand dollars 35000 The Towns purchasing policy
shall automatically be modified to reflect any amendments made to Florida Statutes Section
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287017

Purchases of professional services covered by the Consultants Competitive Negotiation Act

must be made from vendors approved by the Town Commission after

1 Issuing an RFP RFQ or LOI

2 The solicitation is advertised in the manner best suited for the particular
commodity or service being required

3 Selection in ranked order of at least three vendors provided Lauderdale

ByTheSea has received responses from three vendors using current

qualifications and performance data other than price obtained from each

vendor in response to the bid document subsequent discussions andor

formal presentations if required

4 Fee negotiations or bid openings in ranked order with the vendors

selected Alternatively at the discretion of the Town Manager
LauderdaleByTheSeamay obtain on a cost reimbursement basis the

assistance of the Florida Department of Transportation or the Florida

Department of Management Services in selecting andor negotiating
contracts with consultants covered by the ConsultantsCompetitive
Negotiation Act

Similarly acquisition of financial auditing services in satisfaction of Florida Statutes Section

21839must be made in compliance with the provisions of Florida Statutes Section 218391
which requires that RFPs for such audit services be evaluated and ranked by an audit
committee prior to Town Commission selection of an auditor and approval of a contract

H PROCUREMENTS UNDERTHE LAW ENFORCEMENT TRUST FUNDS LETF

All purchases to be paid for by the LETF must comply with Florida Statutes Section 9327055

and must be approved in advance by the Police Chief and the Town Commission

A copy of the Town Commission approval must be maintained by the Purchasing
Administrator LETF expenditures are restricted by Florida Statutes Section 9327055 to

school resource officer crime prevention safe neighborhood drug abuse education drug
prevention drug treatment complexprotracted investigation cost additional police
equipmentexpertise or federal grant matching purposes

CONTRACT ADMINISTRATION
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1 Contract Compliance

After the award of any contract the Town department using the

propertygoodsservices or in some cases the construction Project Manager will insure

that both the Town and the vendor are in compliance with all terms and conditions of the

contract including maintaining current insurance certificates The procuring department
will maintain a written record of the vendors performance relating to contract

requirements

In cases where the vendor does not adhere to delivery and specifications or is in

technical breach of a contract the procuring department must attempt to rectify the

situation with the vendor and maintain written record of these attempts This written

record should contain specific instances of noncompliance with contract requirements
and a time frame for resolution of the issues involved as well as any change orders The

department shall provide copies of all noncompliance correspondence anal records to

the Purchasing Administrator

In cases where the procuring department is unable to rectify a breach of contract with

the vendor the matter shall be turned over to the Purchasing Administrator along with

all documents for resolution which may include but notbelimited to recommending to

the Town Manager that the contract be canceled suspension or debarment of the

vendor or institution of appropriate legal action through the Town Attorney

2 Change Orders

When circumstances arise that necessitate modifying a vendors existing contract a

contractual change order maybe used provided

a The changes do not substantially alter the character of the work contracted

for and do not vary so substantially from the original specifications as to

constitute a new undertaking Such changes must be reasonable and

conscientiously be viewed as being in fulfillment of the original scope of the

contract

b Further such changes when viewed against the background of the work
described in the contract and the language used in the specifications must

clearly be directed either to the achievement of a more satisfactory result or

the elimination of work not necessary to the satisfactory completion of the
contract

The Town Manager or designee is hereby authorized to approve and initiate work on

the following types of change orders determined in hisher judgment to be in the best
interest of the Town as follows

30
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a A change order decreasing the cost of the contract to the Town

Should the decreased cost materially alter the character of the work

contemplated by the contract the nature and impact of the revision on the

original character of the work contemplated shall be documented in writing
and signed by the vendor and the Town Manager

b A change order increasing the cost of the contract by a cumulative amount

not to exceed twenty thousand dollars 20000 providing however that

an appropriation exists within the account or yearend encumbrance

sufficient to pay the amount of the change order

c Change orders that do not affect the price of the contract

d Change orders that do not exceed the cumulative percentage of the

contract amount or a dollar arnount of change orders specifically
referenced in the original contract approval by the Town Commission In

case of large construction contracts the Commission may authorize the

Town Manager to execute change orders within defined limits

Change orders should not artificially be distributed or divided so as to bring the

amount within the approval level of the Town Manager and any such proposed
change order shall include within ifi all logically connected work required to be

done at the time of proposal

All other change orders must be formally approved by the Town Commission
before work may be authorized to begin and no claim against LauderdaleBy
TheSea for extra work in furtherance of such change order shall be allowed
unless said prior approval has been obtained or the original contract with the

vendor provides otherwise

3 Receipt of Goods and Invoice Payment

When a Town department receives a shipment of goods that have been ordered an

inspection of the contents should be conducted to insure that the items received match
what was ordered and that it is in satisfactory condition

An invoice bill of lading or packing slip should be included with the shipment and after

inspection the department opening the shipment should mark the document received
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with the date and signature of the person inspecting the shipment If any damage to the

shipment is detected this should be noted on the receiving slip Damaged merchandise

should generally not be accepted and it is the responsibility of the procuring department
to resolve damage claims

All invoices from vendors should be sent directly to the TownsFinance Department by
the vendor If a procuring department receives an invoice and that invoice identically
matches the amount of a purchase order that department should note whether the

goods have been received and whether payment can be made against the specified
purchase order number Then the invoice should be sent directly to the TownsFinance

Department with the signature of the Department Head indicating the invoice is

authorized for payment by that department Head

When partial shipment is made on an order any item appearing on the vendors

packing slip andor invoice that was not received should be struck out or marked back

order BO before signing as the receiver of the goods so listed In short signature
should be given to the vendor only for goods actually received

4 Temporary Extension ofContracts

At the discretion of the Town Manager existing contracts may be extended beyond their

specified expiration date for a period of up to ninety days pending renegotiation or

award of a new bid if such extension is deemed to be in the best interest of the Town

Extensions beyond ninety days must be approved by the Town Commission

J InventoryVVarehouse

At the discretion of the Town Manager the Town may procure and maintain an inventory of

items used on a repeat or continuing basis by one or more departments Any such items

inventoried by the Town will be purchased warehoused and distributed in accordance with

procedures established by the Finance Director Perpetual inventory records shall be

maintained by an inventory custodian designated by the Finance Director

K Construction Projects

1 If the cost of a purchase related to the construction demolition
renovation modification repair or grounds of any public facility utility
building or land exceeds twenty thousand dollars 20000 then the

requirements for the formal bidding process apply unless waived by the
Town Commission or superseded by the following special requirements

2 In accordance with Florida Statutes Section 25504 LauderdaleByThe
a A z
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Sea shall give preference to material men contractors builders
architects and laborers residing in Florida when constructing any public
administrative or institutional building provided

a there is no increase in cost resulting from the preference and

b the quality of materials proposed for purchase as well as the

qualifications character responsibility and fitness of resident

vendors is comparable to nonresident materials andor vendors

3 Under Florida Statutes Section 2550525 anytime a nonemergency
construction project is estimated to cost more than two hundred thousand

dollars 200000 the solicitation of bidsproposals must be publicly
advertised at least once in a newspaper of general circulation in Broward

County at least 21 days prior to the established bid opening and at least 5

days prior to any scheduled prebid conference However for all non

emergency construction projects estimated to cost more than five hundred

thousand dollars 500000 the public advertisement must appear at

least 30 days before the established bid opening

For purposes of Section 2550525 only emergency is defined as an

unexpected event resulting in an interruption in delivery of an essential

government service or an immediate danger to either public healthsafety
or loss of publicprivate property

If Florida Statutes Section 2550525 is amended to modify the dollar

thresholds for advertising to allow for other forms of advertising or

eliminates or otherwise modifies this requirement the Towns purchasing
policy shall automatically be modified to track the statutory provisions

4 Unless specifically exempted below Florida Statutes Section 25520

requires the use of the formal bidding process as previously described

whenever the estimated cost ofanonemergency LauderdaleByTheSea
project to constructimprove apublic building structure or other public
work exceeds three hundred thousand dollars 300000 in total or

exceeds seventyfive thousand dollars 75000 in electrical work

specifically

a All contractors selected for such projects must be appropriately
licensed

b The estimated cost of the project includes all noninmate labor as

well as the cost of all equipment and materials to be used in the

6

3022011



Purchasing Manual

project

c If the constructionimprovement project relates to a road bridge
street highway or railroad and is estimated to cost more than two

hundred fifty thousand dollars 250000 LauderdaleByTheSea
may

i Require that interested vendors be certified or qualified to

perform such work if the qualification criteria are published
with a public hearing notice prior to the RFPbid

advertisement

ii Disqualify the bidproposal of any contractor that is ten

percent 10 or more behind on completing an approved
progress schedule for LauderdaleByTheSea at the time of

the RFPbid advertisement unless FDOT considers the

contractorprequalified and eligible

d The requirements of Florida Statutes Section 25520do NOT apply
to

i Projects that have been through the formal bidding process
without receiving any responsive bids or proposals

ii Projects involving repair or maintenance of an existing public
facility

iii Projects using appropriatelylicensed LauderdaleByThe
Sea employees to perform the work after holding any

required public hearing

iv Projects undertaken exclusively as part of a public
educational program

v Projects whose funding source will be disqualified or lost
because the formal bidding process will take longer than the

time within which the funding source must be spent

vi Projects where the successful bidder has either abandoned
the job before completion or been terminated by the Town

e The Towns purchasing policy shall automatically be adjusted to
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reflect Consumer Price Index adjustments to the threehundred

thousand dollars 300000 total cost and seventyfive thousand

dollars 75000 electrical cost thresholds provided for in Florida

Statute Section 25520

f Projects covered by Florida Statutes Section 25520must specify
lumber timber and other forest products produced and

manufactured in Florida whenever available provided

i Their make fitness and quality are equal and

ii The requirement does not violate the terms of any project
funding source

5 Under Florida Statutes Section 25521 any building or facility intended for

use by the general public which is contracted altered or operated as a

lessee by the Town shall provide the special facilities for physically
disabled access specified in Part VofChapter 553

6 The use of asbestos or asbestosbased fiber materials is prohibited in any

public building constructed after September 30 1983 per Florida Statutes

Section25540and the Town shall conduct an asbestos survey before

demolishing any buildingconstructed prior to that date
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IV EXCEPTIONS TO GENERAL PURCHASING POLICIES

To the extent described below the following types of purchases are not required to

comply with the General Purchasing Policies set forth in Section III of the Purchasing
Manual These purchases while not subject to the competitive procurement
requirements are still subject to approval by the individuals authorized to approve

purchases at various dollar thresholds as outlined in Section IIL

A Sole Source Procurement

Subject to written justification by the ordering department the concurrence of the

Purchasing Administrator and the advanced approval of the Town Manager or

his or her designee non emergency Sole Source Procurement may be awarded

for a supply service or construction item costing up to twenty thousand dollars

20000 without competition when it is determined that there is only one source

available eg repairs or additions from the original equipment manufacturer only
supplier in the area franchised or licensed distributor or service patented or

proprietary item or by negotiation where the procurement by competitive
procedures is not feasible eg specifications cannot be clearly drawn nor

practical eg bids were solicited but no responsive bid was received from a

responsible bidder Personal preference convenience or to standardize in the

absence of identifiable offsetting cost savings are not sufficient reasons for

spending public funds under noncompetitive conditions Each sole source

procurement must be justified in writing by the Town officialemployee seeking to

make a sole source procurement and in the case of

constructionmodificationalterationrepair of any publicly owned facility
recommended in writing by the project architectengineer per Florida Statutes

Section 25504

Nonemergency solve source procurements costing more than twenty thousand

dollars 20000 must be approved in advance by the Town Commission

Purchases may not be artificially divided for the purpose of avoiding Town

Commission approval

B Emergency Procurements

The Town Manager may make emergency procurements of budgeted
commodities or contractual services where the cost exceeds twentyfive
thousand dollars 25000 and when there exists any level of emergency under

the Towns current Comprehensive Emergency Operations Plan or a clear and

present threat to public health property welfare safety or other substantial loss
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to the Town provided however that such emergency procurements shall be

made with such competition as is practicable under the circumstances

A written determination of the basis for the emergency and for the selection of
the particular contactor shall be included in the contract file As soon as

practicable a record of the emergency procurement shall be made and shall set

forth the contractors name the amount and type of the contract a listing of the

commodity or contractual service procured under this contract contractor

invoicesreceipts and the number of the purchase order if any

In order to maximize the recovery of town funds emergency procurements for

which insurance federal andor state eg FEMA reimbursement is anticipated
should comply with the current insurance policy or federalstate program

procurement requirements eg 44 CFR Parts 13 and 206 Unless otherwise

directed by the Town Manager all emergency procurements shall be reviewed

for reimbursement eligibility sufficiency by the Purchasing Administrator prior to

the execution of an emergency procurement

The Town Commission must be notified after the fact of such procurements in

excess of twentyfive thousand dollars 25000 at the next scheduled Town

Commission meeting In any event any increase over the original amount of an

emergency procurement reported to the Town Commission exceeding ten

percent 10 must be reported to the Town Commission to be noted for the

record

C Grants

In any situation where compliance with LauderdaleByTheSeasGeneral

Purchasing Policy will place LauderdaleByTheSea in conflict with the terms of

any grant LauderdaleByTheSea shall comply with such grant requirements
which are mandatorily applicable and which are either not reflected in the

General Purchasing Policies or are contrary to provisions of the General

Purchasing Policies This includes but is not limited to federal emergency

management agency FEMA disaster recovery assistance per 44 CFR Parts 13

and 206

D Professional Consultants

At the discretion of the Town Manager nonemergency contracts for professional
services are exempt from the competitive procurement requirements in amounts

up to fifteen thousand dollars 15000 and any applicable state law such as

the auditor selection procedures Florida Statute Section 218391 and Florida
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Statute Section 287055

The Consultants Competitive Negotiation Act shall be followed if the services

being acquired are of a nature and amount that would cause them to be subject
to those statutory provisions

The Town Manager is authorized to enter into multiple awards openend fixed
or any other legal contracts for professional services not covered by Florida

Statute Section 218391 Florida Statutes Section 287017 Consultants
Competitive Negotiation Act Florida Statute Section 287055 or for services that

fall below the mandatory Florida Statute Section 287055 byissuing purchase
orders to vendors with continuing budgeted contracts approved by the Town

Commission

E Cooperative Purchasing Piggy Backing

1 All purchases of commodities or contractual services under the provisions of
federal state of Florida or the States po tical subdivisions purchasing
contracts shall be exempt from the requirements of Section III provided that

the following criteria areallssatisfied

a The terms and conditions of the original contract by the federal
state including any user surcharge pursuant to Florida Statutes

Sections 287056 and 2871345 or local government are

satisfactory to the Town

b The original contract by the federal state or local government is

current and resulted from a vendor selection process similar to the

one LauderdaleByTheSea would use for that purchase

c The Department Director or Purchasing Administrator has

performed a market survey to determine if the prices of the original
contract are fair and reasonable

d The Town Commission authorizes such procurement when the cost
of the commodities or contractual services exceeds twenty
thousand dollars 20000

e In utilizing other agencies contracts the Town may order lesser
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quantities than provided in the contract on which the Town is piggy
backing as long as the unit cost is the same or less than it was in

the original contract Likewise the Town can negotiate with the

vendor a cost lower than that in the contract being piggybacked in

the event that the amount of work that would need to be done in a

smaller municipality such as LauderdaleByTheSea is reasonably
assumed to be less than required for a larger city or organization

Cooperative Purchasing The Town may procure goods and services via contracts that result

from the Towns participation in cooperative purchasing groups with other governmental
agencies

F Travel Meals and Entertainment

At the discretion of the Town Manager or designee the Town will pay for the following
reasonable and necessary expenses associated with travel and transportation resulting
from an employeesor other authorized persons attendance at any meeting seminar
conference or convention which has been properly approved as having a demonstrated

benefit to the Town

Payments made under this policy are subject to the following limitations and restrictions

Airfare is restrictedtoexclude the cost of first class fare Reservations

should be made as fare in advance as possible to allow for the lowest

possible fare Quotes for fares shall be obtained from at least three

airlines The lowest fare with a reasonable travel time should be selected

It is not permissible to select a higher fare ticket because the traveler has

a loyalty affiliation with a particular carrier If the traveler wishes to utilize

an airline with which they have a loyalty affiliation they must reimburse

the Town the difference between that fare and the lowest fare available on

other airlines with a reasonable travel schedule

The fare search results from an online travel website that displays
multiple airlines fares should be printed and submitted with the request for

travel expense reimbursement If the traveler booked an airfare that was

higher than was reasonable given the alternatives they shall only be

reimbursed for the lowest fare that was available with a reasonable travel

time The Town Manager or Assistant Town Manager shall make the
determination on what is a reasonable travel time in such cases
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2 Automobiles may be rented for remote extended or emergency travel
subject to the following

a The location of the meeting seminar conference or convention is

different than that of the lodging accommodations or

b The rental of the automobile is less expensive than other forms of

transportation between the lodging and meeting place plus the cost

of transport to and from the airport or

c Rental car tariffs under the state contract must be consulted and

used if they are lower than rates that can be attained through other

sources

3 Insurance will note be allowed as a reimbursable travel or transportation
expense unless approved in advance of the trip by the Purchasing
Administrator

4 Parking and toll reimbursement will be allowed provided that the costs

are documented and reasonable Parking at airport or nearairport parking
lots will be reimbursed only if the total cost is less than the cost of taxi fare

to and from the travelers home Transfers from airport to hotel will be

reimbursed if submitted upon return from the trip with a verified receipt

5 Registration payments will be made directly by the Town or reimbursed

to the employee Registration fees that exceed the advanced registration
fees must be approved by the Town Manager

6 Meals and tips for other than local travel Dade Broward and Palm

Beach counties are limited to a per diem payment equivalent to the

prevailing per diem established by the Internal Revenue Code Continental

US rate for meals and incidental expenses reduced proportionately for

partial days or meals provided through registration of airfare Such

payment is inclusive of all meals drinks and tips tips to hotel staff and

any other miscellaneous daily expenses

Per diem will be reduced by onethird each if the employee begins travel

after 900amandor ends travel before 600pm Additionally all meals
otherwise provided in the room rate or in the conference registration fees
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or prepaid by the Town exclusive of continental breakfasts will reduce

per diem payments

Employees will not be entitled to any meal reimbursement for local travel

except for meals at professional association meetings Dade Broward and

Palm Beach counties or at the Town Managersdiscretion

7 Lodging for traveling employees will be reimbursed for the conference or

seminar hotel or in the case of travel note associated with a seminar or

conference at a midrange priced hotel near the site where the Towns
business is being conducted All reasonable efforts shall be made to have

the hotel honor the Towns tax exempt status

8 Mileage reimbursement payments to employees who use their personal
vehicle for local travel Dade Broward and Palm Beach will be made at
the amounts and limits set by the Internal Revenue Code of the United

States of America unless the employee is assigned a Town vehicle or is

paid an automobile allowance The cost of gasoline for a Town vehicle
will be reimbursed upon presentation of receipts Employees who are

provided an automobile allowance may not also use a Town vehicle for

travel or transportation purposes except in under circumstances approved
by the Town Manager Employees seeking payment for use of their

personal vehicle must submit a properly completed Claim For Mileage
Reimbursement form to the Purchasing Administrator

9 A Travel Expense Statement must be completed before andor after

attending meetings seminars conferences and conventions as

documentation for all related travel and transportation costs as well as the

costs of registration The Travel Expense Statement must be submitted
for approval to the Purchasing Administrator within two 2 weeks of return
for all types of travel

Travelers who fail to submit the Travel Expense Statement will be

responsible for all costs advanced for the travel Receipts for all expenses
for which the employee is seeking reimbursement or was advanced funds
for travel must be attached to the Travel Expense Statement Small
amounts for tips may be submitted for reimbursement without receipts
Any incomplete form will be returned by the Purchasing Administrator to
the originating department for correction

It is the responsibility of the originating department to make sure all

paperwork is properly submitted in sufficient time to allow for all approvals
d 42
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and to allow the Finance Department adequate time to prepare advance

checks for the traveler

If an employee who was advanced funds for travel does not submit

receipts documenting the expenditure of those funds in compliance with

these policies the employee will be required to reimburse the Town for

funds not covered by a legitimate travel expense report

G Purchasing Card P Card

Upon approval of the Town Manager and after execution of a Purchasing Card
Program Employee Agreement the Finance Director will issue aLauderdaleBy
TheSea credit card for use by the named employee in making purchases on

behalf of the Town The use of the LauderdaleByTheSea credit card is subject
to the following restrictions

1 The Purchasing credit card may be used only by the employee whose

name is embossed on the card The cardholder is responsible and

accountable for all transactions that occur on hisher card

2 The purchasing credit card is to be used for Townauthorized purchases
only The purchasing credit card cannot be used for any personal use and

any such use will require immediate reimbursement and will result in

disciplinary action that may include dismissal andor criminal charges

3 A purchasing credit card p card will have a single purchase limit and a

30day purchase imits for each cardholder established by the Town

Manager Charges to the p card must follow purchasing rules with

required documentation Exceeding these limits will be considered abuse
of the Purchasing Credit Card Program and can result in cancellation of

card disciplinary action or both

4 The purchasing credit card must be kept in an accessible but secure

location The purchasing credit card account number must be kept
confidential Only the person named on the purchasing credit card is
entitled to use it

5 All purchasing credit card transaction documentation must be submitted to
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the Purchasing Administrator for matching to the monthly credit card

statement Failure to submit such documentation may result in the

cancellation of purchasing credit card privileges at the discretion of the

Town Manager or designee

LauderdaleByTheSea may participate in a municipal consortium which would

entitle it to a rebate on purchases charged to Town credit cards

H Exempt Items

The following types of expenditures are not subject to the provisions of Section III

of this Purchasing Manual and do not require the use ofaPurchase Requisition
or Purchase Order

1 Budgeted utility bills for electricity natural gas telephone water sewer or

garbagetrash collection

2 Healthrelated property liability automobile or workers compensation
insurance premiums can be extended with increases of no more than 5

per year without being rebid but competitive quotes for these insurance

policies should be obtained at a minimum ofevery three years

3 Budgeted payments of principal and interest or lease obligations originally
approved by the Town Commission Budgeted pension contributions and

deferred compensation contributions Unemployment compensation
billings from the State of Florida

4 Remittance of taxes or fees collected on behalf of other governmental
entities Purchase of investment instruments that are made in accord with

theTowns investment policy

5 Budgeted services provided that involve special skill ability training or

expertise of a unique original or creative nature such as musicians
performers speakers

6 Legal fees services

7 Payments made under order of a court determined by the Town Attorney
to have competent jurisdiction or settlements of legal claims where the

cost of continuing to defend against the claim exceeds the settlement

amount However such settlements are subject to the approval thresholds

set out in Section III by dollar amounts

b
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8 Advertising for procurements legal notices recruitment of staff and

advertisements related to special events

9 Contracts for grants services goods or shared services with other

governmental entities or notforprofit organizations provided that the

prices being paid for such goods or services are reasonable and

competitive with the marketplace or that such contracts assure security or

continuity of service that is deemed essential or when services are

needed on a temporary basis and does not warrant the cost to go through
a formal procurement effort

10 Use of temporary service providers or independent contractors to fill

vacant budgeted staff positions provided that funds are budgeted to cover

these expenses

11 Payments made to nonprofit organizations authorized by the Town

Commission

I OpenBlanket Purchase Orders

Openblanket purchase orders may be issued by the Purchasing Administrator

only for recurring budgeted procurement of indefinite unspecified types
quantities andor unit costs of goods or services from a specified vendor within

the current fiscal year on an as needed basis However individual

openblanket purchase orders for more than one thousand dollars1000 are

subject to the required documentation and thresholds Also recurring budgeted
procurements of similar goods or services during each fiscal year shall be

aggregated for the purpose of applying the purchase approval requirements

J Real Estate Acquisition

The following land acquisition procedures shall be employed whenever the Town

seeks to acquire by purchase any real property

1 Prior to initiating any negotiations for the acquisition of any real property
with the property owner the Town shall obtain a written appraisal
performed by a state certified real estate appraisers with an MAI

designation Two 2 appraisals are required when the value of the first

appraisal exceeds five hundred thousand dollars 500000 when the

Town seeks exemption from Florida Statute 119071 Appraisers
selected to appraise real property pursuant to this Section shall prior to
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contracting with the Town for appraisal services submit an affidavit

substantiating that the appraiser has no vested or fiduciary interest in the

property which is the subject of the appraisal

2 Appraisal reports offers and counteroffers are confidential and exempt
from the provisions of Florida Statute 119071 Public Records Law as

provided in Section 166045 Florida Statutes 1991 as amended from
time to time

3 No negotiations may be commenced or offer or counteroffer made by
LauderdaleByTheSea for the acquisition by purchase of real property
without prior authorization of the Town Commission

4 Upon commencement of negotiations LauderdaleByTheSea shall

inform the property owner in writing that all agreements for the purchase
of real property aresubject to approval by the Town Commission

5 Any agreement by the Town to purchase real property shall be submitted

to the Town Commission for approval at a public meeting after ten 10
days public notice Notice of the proposed purchase of real property shall

be published at least once in a newspaper of general circulation in

LauderdaleByTheSea

6 Evidence of marketable title in the form of title insurance or an abstract of

title with title opinion shall beprovided to the Town by the property owner

at the property ownersexpense not later than ten 10 calendar days
prior to the public hearing

7 In order to prevent the premature disclosure of LauderdaleByTheSeas
interest in acquiring a specific parcel of real estate the Town Manager
may expend up to thirty thousand dollars 30000 on related appraisals
and environmental studies without Town Commission approval
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V ASSET DISPOSAL

A Confiscated Unclaimed or Abandoned Property

Unless Florida Statutes or grant agreements provide otherwise eg property
subject to Florida Statute 717 all confiscated unclaimed or abandoned

property coming into the possession of the Town or any property other than real

property improved or unimproved owned by the Town which has become

obsolete or which has become inadequate for the public purposes for which it

was intended shall be disposed of in whichever of the following ways is

determined by the Town Manager or designee to be in the best interest of the

Town

1 Transfer to another governmental or nonprofit entity withthe approval of

the Town Commission

2 Tradein on new property

3 Sale at a public auction conducted by a qualified auctioneer

a In the event of a physical public auction the Purchasing
Administrator shall establish procedures to assure control of the

property to be auctioned and provide an accounting of the auction

results

b The Town Clerk advertise the date time and location of the

physical public auction at least ten 10 days in advance of the

auction date The advertisement may be made on the Lauderdale

ByTheSea Town website through flyers or mailings or through a

newspaper advertisement or a combination of those methods The

value of the equipment and property to auction shall be considered

in determining the extent and methods of advertising to be

employed

c The Purchasing Administrator or designee must be present at the
auction during the sale of LauderdaleByTheSeaproperty

d The contract with the auctioneer shall require that the auctioneer

shall make payment to LauderdaleByTheSea within fifteen 15
days from the date the auction is held In addition to the payment
the auctioneer shall provide the Town with sales receipts showing
tag number sale price and to whom each item was sold
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4 The Purchasing Administrator shall research and utilize online auctions as

an option for disposal of Town property where appropriate

5 Abandonment following procedures referenced in Florida Statute 05103

B Real Property

The following bidding procedures shall be employed whenever LauderdaleBy
TheSea seeks to sell and convey any real property belonging to the Town

1 Prior to advertising for bids on LauderdaleByTheSea owned real

property the Town shall obtain a written appraisal performed by a state

certified real estate appraiser with an MAl designation Appraisers
selected to appraise real property pursuant to this Section shall prior to

contracting with LauderdaleByTheSea for appraisal services submit an

affidavit substantiating that the appraiser has no vested or fiduciary
interest in the property which is the subject of the appraisal In the event

the property to be disposed of ahs a value in excess of five hundred

thousand dollars 500000 the Town shall obtain two 2 appraisals and

the Town Commission shall set the sales price or the minimum sales

price

2 Public notice ofi he invitation to bid calling for bids for the purchase of the

subject real property shall be published once a week for at least two 2
weeks in a newspaper of general Broward County circulation

3 The contract for purchase shall be awarded to the highest bidder whose

bid meets the requirements and criteria set forth in the invitation to bid and

instructions to bidders unless the Town Commission rejects all bids

because they are too low

4 Bid security shall be required for all bids for the purchase of Lauderdale

ByTheSea owned real property in an amount equal to ten percent 10
ofthehighest appraisal value of the property

5 Dis osal of the Townowned EI Prado ro ert is subject to thep p p Y J
restrictions contained in Section 72 of the Town Charter

b

omar

3022011



COMPARISON OF PROPOSED

PURCHASING MANUAL

TO

EXISTING MANUAL



Section
Purchasing Manual

Authority and Purpose 8of

Purchasing Manual

1 tese
a

u

3022011



Purchasing Manual

1 Ahri4v nrlDrncnlfDnhcrn11An

1 AUTHORITY AND PURPOSE OF PURCHASING MANUAL

This Purchasing Manual sets forth the policies and procedures to be followed by Town

employees whenever goods andor services are being acquired or disposed of by the

Town of LauderdaleByTheSea Florida hereinafter Town or LBTLauderdale
TheSea The requirements contained in this Purchasing Manual must be strictly
adhered to Noncompliance with the provisions of this Purchasing Manual may lead to

disciplinary action

The purpose of this Purchasing Manual is to set forth thesrcerlerocedures that

Town employees or agents must follow to obtain the goods and services needed by
LTLauderdaleBTheSeawhile

complying with the legal requirements of public procurement

assuring vendors impartial equitable treatment

receiving maximum value for each public dollar expended

providing the proper quantity and quality of goods andor services at the time and

place required and

purchasing only properly authorized goods andor services for which funds have
been appropriated and not previously encumbered

eoradiaisfrateaf
1Teertct In any situation where compliance
with this Purchasing Manual will placeLTLauderdaleByTheSea in conflict with

state or federal law BTSthe Town shall comply with applicable federal or state law or

authorized regulations which are mandatorily applicable and which are either not
reflected in this Purchasing Manual or are contrary to provisions of this Purchasing
Manual

w
or
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II DEFINITIONS

For the purpose of these procedures the following terms phrases words and their

derivations shall have the meaning given herein When not inconsistent with the

context words used in the present tense include the future words in the plural numbers

include the singular number words in the masculine gender included the feminine and

words in the singular number include the plural number The word shall is always
mandatory and not merely directory

A APPLICABILITY

As used throughout this Purchasing Manual the words and terms defined in this

Section shall have the meanings set forth below unless the context in which they
are used clearly requires a different meaning or a different definition as

prescribed for a particular Section or portion thereof

B DEFINED TERMS

Addendum means a written or graphic instrument issued prior to the

opening of bids or proposals which clarifies corrects or changes the

bidding documents or contracts

2 Award means the acceptance of a bid offer or proposal by the proper

48LauderdaleByTheSeaauthority per Section III below

3 Best Interest of LBTLauderdaleByTheSea means a

acgalrofessional assessment of what will result in maximum benefit

being conferred uponBSLauderdaleBvTheSea

4 Bid Bond means a form of bid security executed by the bidder as

principal and by a surety to guarantee that the bidder will enter into a

tcntract within a specified time and furnish any required
performance bond

5 Blanket Purchase Order is a purchase order that covers the purchase of

supplies of a like nature for a stipulated period of timeie 12 months

6 Brand Name or Equal Specification means a specification limited to one

or more items by manufacturers name or catalog number to describe the

standard of quality performance or other prominient characteristic needed

to meetITSLauderdaleBvTheSea requirements

5
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7 Capital Purchases means all tangible personal property having an original
acquisition cost of1090At3two thousand dllars20000 or more per
unit and a life expectancy of more than one year including but not limited

to the purchase of software

8 Change Order is a written order amending a purchase order to correct

errors omissions discrepancies acceptable overruns freight costsfie
aidaortrctw1ietfcyst eTwrwtfYor

incorporate requirements to expand or reduce the scope of aoods
or services ordered or to direct other changes in contract execution to meet
unforeseen field reaulatory or market conditions

9 Commodities include but are not limited to goods equipment materials and

printing which is purchased leased or otherwise contracted for by
lTSLauderdaleBvTheSea

10 Competitive Bids or Competitive Offers means bids or offers submitted by
responsive qualified bidders orttosrespondents

11

regotiesfocpersotaz2Construction means the process
of building altering repairing improving or demolishing any structures

buildings or improvements to real property It does not include the routine

operation repair or maintenance on existing structures buildings or real

property

412 Consultants Competitive Negotiations Act CCNA is the common name

for Section 287055 of the Florida Statues concerning the procurement of

Architectural Engineering including testing Landscape Architecture and

Registered handSurveyingandMaapinServices

6
E
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ISCntrcesavrEtterogreat14 Contractor means any

person or business having a contract withBTLauderdaleByTheSea to

perform a service or sell a productaka vendor

715 Contractual Services means the rendering of a contractor of their time and

effort rather than the furnishing of specific commodities materials goods
equipment and other personal property The term applies only to those

services rendered by individuals andor firms who are independent
contractors other aovernmental agencies or nonprofit organizations who

provide services on a contractual basis such as the Florida League of Cities
counties or municipalities

16 Cooperative Purchasina means procurement activities and contracts

conducted by or on behalf of more than one aovernmental entity

a17 Debarment or Suspension means a disqualification of a business or

person from receiving invitations for bids requests for proposals or the

award of contracts byTLauderdaleByTheSea because of previous
illegal or irresponsible action or the failure or the inadequacy of performance

918Designee means a duly authorized representative of a person holding a

sprrmanacementposition

19 Emeraencv Purchase means a purchase made to alleviate a situation in

which there is a threat to health welfare or safety that does not allow for

the normal competitive Purchasina procedures under certain conditions

defined as an emeraency by the jurisdiction

20 Environmentally Preferable Purchasina means considerina factors of

sustainability and environmental impact i e the use of natural products

enerav savinas potential the durability of the product in the Towns coastal

environmental conmditions in makina procurement decisions and awards

21 Governmental Agency means any agency of the Federal State or any
local government or local governmental entity

222 Invitation to Bid means a written solicitation for competitive sealed bids
with the title date and hour of the public bid opening designated and

specifically defining the commodities or contractual services for which bids

are sought The invitation for bid will be used whenE13TLauderdaleB
TheSea is capable of specifically defining the scope of work for which a

contractual service is required oraeaTis capable of establishing

7 devisedl018b
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precise specifications defining the actual commodities required The

invitation to bid will include instructions to bidders plans drawings and

specifications if any a bid form and other required forms and documents to

be submitted with the bid

23LauderdaleTFeSea means the Florida Municipal
Corporation known as the Town of LauderdaleByTheSea

224 Letter of Interest LOI1 a method of selecting a vendor wherebv all

vendors are invited to submit a summary of their aualifications and state
their interest in aerformina a specific iob or service

25 Mandatory Bid Amount means the dollar thresholQdat which the formal bid

process is required The MaaIdtrudAfarrtYt044Teacquisition
of any commodity or service 14may not be divided to circumvent the

requirement of the Mandatory Bid Amount

x26Negotiations for Professional Service means the act of determining
terms conditions and prices for the performance of professional services

227Notice of Award means the written notice byBTLauderdaleBvTheSea
to the apparent successful bidder or offeror

orifiorJ I RTC rillwitstt3f3tlgnsfeCttttrrhinrho limo cnvmcrycvrvvrn

28OpenEnd Contract means a funded contract whereby an indefinite quantity
of supplies services or constructions are to be procured over an identified

time span when needed

729OpenEnd Purchase Orders means a purchase order whereby a vendor

provider supplies services or construction on demand or on a prescribed
scheduleftoerraatoryactrtheasncew

GelritxsevatAnOpenEnd Purchase Order may be used as a

release and encumbrance document to authorize procurement of any

predetermined amount from an openend contract on anasneeded basis

x30PerformanceConstruction Bond means a bond of a contractorvendor in

which a surety guarantees toBTLauderdaIeTheSea that the

workservices of that contractor or vendor will be performed in accordance

with the contract documents at At the discretion of BTU
ixIdeLauderdaleBvTheSeawhere notrohibited by other law an

irrevocable letter of credit issued by a financial institution may substitute for

aerformanceconstruction bond

coerinor1ninanno
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231 Procurement is the buying purchasing renting leasing or otherwise

obtaining anyfiacommodities services construction or any other

itemsincluding description of requirements selection and solicitation of

sources preparation and award of contracts and all phases of contract

administration

3A32 Professional Services means any services whereTSLauderdaleBv
TheSeais obtaining advice instruction or specialized work from are

ivdtrateciicaNyctiedraparcaromaaperson or firm

Professional services may include aan oral report or written advice
beweuer Because the main thrust of the service is not considered labor but

the exercise of rrtelectualbiltyintellectual ability the procurement of

professional services does not lend itself to normal competitive bidding and

rpice competition atone These services may be procured by Requests For
Proposals Letters of Interest Requests for Qualifications and selected

through Competitive Selection and Negotiation or at the Town Manaaers
discretion on an as needed basis3a

33 Purchase Order means a 7 LauderdaleTheSea document to
formalize a purchase transaction with a vendor conveying acceptance of a

vendors proposal The purchase order should contain statements as to

quantity description and price of the supplies services or construction
ordered and applicable terms as to payment discounts date of

performance transportation insurance and other factors

334 Purchasing Administrator means the principaleTLauderdaleThe
Sea purchasing official designated by the Town Manager as responsible for

the procurement management and disposal of commodities in accordance

with the policies contained in this Purchasing Manual

3335 Quotation means an informal verbal or formal written notice by a vendor

to BTStauderdaleTheSeastating the prices terms and conditions

under which they will furnish certain goods or services

3436Request for Proposals RFP means all documents whether attached or

incorporated by reference for soliciting sealed proposals including any
addenda A RFP is characterized by a description of the desired

prereresEarnhncmefspeciisatieroductorservice and a

description of the process for evaluating vendor responses

3x37Reauest for Qualifications RFQ Formal invitation src

v 9
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TheSea to vendors to submit a statement of qualifications The RFQ
identifies the desired minimum qualifications of the individuals or firms a

scope of work statement anv proiect requirements and states the relative
importance of selection criteria that will be used in compilina the short list of

prospective firms for further consideration

38 Responsible Bidder or Responsible Offeror meansaefseranindividual

or firm who has submitted a bid that carforrs in all material repects to the

rnvtation to bid or request for proposals and who has the capability in all

respects to perform fully theetireertscontractual requirements

and the tenacity perseverance integrity experience ability reliability
capacity facilities equipment financial resources and credit which will give
reasonable expectation of good faith performance

r4trraatprctstathervitatrtabd
arreegals339 Selection and Negotiation Committee is

a group of persons appointed by the Town Manager to rank in preferential
order those professionalrsfirm ordvdaafsindividuasinterested in

providing services on a particular project andor to negotiate a final contract

with the highest ranked firm

40 Services means the furnishing of labor time and effort by a contractor not

involving the delivery of a specific end product other than reports which are

merely incidental to the required performance This term shall not include

employment agreements or collective bargaining agreementshn

41 Short listina is a process by which the number of responsive candidates or

firms is reduced to a manaaeable number for more detailed evaluation by a

rankina of the candidates or firms by an evaluation committee Short List

means the names of candidates or firms that have been selected for further

consideration for award of the contract from a considerably lonaer list of
responsiyeofferers

42 Specification means any description of the physical or functional

characteristics or of the nature of a supply service or construction item It

may include a description of any requirement for inspecting testing or

preparing a supply service or construction time for delivery Specifications
may also contain provisions for inclusion of factors which will lead to the
ultimate calcualtion of the lowest total cost All specifications shall seek to

promote overall economy for the purpose intended and encourage

10 devised
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competition in satisfyingtBTLauderdaleTheSeasneeds and shall not

be unduly restrictive

443 Sole Brand means the only known brand or only reasonable brand capable
of fulfillingLBTSLauderdaleByTheSeasneeds

tS S4T Qo r eaaeearstkeendke easeab leo e a

44 Sole Source means only one vendor possesses the unia ue and sinaularly
available capability to meet the reauirement of the solicitation such as

technical aualifications ability to deliver at a particular ti me services from a

public utility or a situation where a particular supalier or person is identified
as the only aualified source available to the reauisitionina authority

4245 State Contracts are termcontracts released b the State of

FloridaD eoartment of Manaaement Purchasing Divisions

rdeeriEscoat ooo

or any other State of Florida

Aaencv such as Department of Hiahwav Safety or a states university that

may be utilized at the option of local aovernment aaencies

4346 Supplies mean all property including but not limited to equipment material
printing and equipment leases but specifically excluding the acquisition of

interests in real property by IC3TSLauderdaleTheSea

4447Surety means an organization which for consideration promises in writing
to make good the debt or default of another The surety must hold a

certificate of authority as an acceptable surety on federal bonds published in

the current Circular 570 United States Department for the Treasury and the

Federal Register effective July 1 annually as amended

454 Surplus Property means any property belonging toLBTSLauderdaleBv
TheSea which is capable of being used but is in excess of the normal

operating requirements ofTSLauderdaleByTheSea This property may
be disposed of by auction or other means which proves to be the most

beneficial toLBTLauderdaleiTheSea as determined by Section V

below

4649Town means the LauderdaleBvTheSea municipal aovernment

5Q Town Manager means the individual appointed by the Town Commission

as the administrative head of the

3022011
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TLauderdaleBvTheSeamunicipal government

451Town Commission means the elected legislative body of the

BTLauderdaIeBrTheSeamunicipal governmentadSeeticethe

12
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III GENERAL PURCHASING

PninQnniT POLICIES

A Overall Purchasing Reairements

General Purchasing Policies apply to all procurement of goods
construction andor services bytBTSLauderdaleBTheSea unless

specifically excluded as describedrunder exceptions Section IVof this

manual

2 AleThe acquisitiondisposal of goods property andor services shall not

be subdivided in order to circumvent any provision of this Purchasing
Manual

3 Vendors may not attempt to secure favoritism in the expenditure of public
funds by offering bribes gifts or providing entertainment to

LuderdalegTheSea employeesofficials having the ability toa
influence vendor selection decisions

ialLauderdaleBThe Sea emploveesofficials or

spousedependentpartnertsubordinate of any1BTSLauderdaleBv

The Sea employeeofficial shall nct at any time accept any

compensation payment or thing of value when such officer or employee
knows or with the exercise of reasonable care should know that it was

given to influence a vote or other action in which the LSTSLauderdaleBv
TheSea officeremployee was expected to participate in his official

capacity

There shall be inserted in all contracts and contractor shall be required to

insert in all subcontracts the following provision No officer or employee
of the Town of LauderdaleByTheSeaFlorida during his or her term of

employment or for one year thereafter shall have any interest direct or

indirect in this contract or the proceeds thereof

4 LiSLauderdaleBTheSeashall not knowinlracquire goods property
andor services from vendors who have been found guilty of a public
entity crime as defined in Section 287133 of Florida Statutes

AccordinglyBTUvwltebtanacenmoorvendors covered by
Section 287133 of Florida Statutes will provide to the Town a sworn

statement as reauired by that statute

auderdale ByTheSea will not knowin I contract with vendors on

aaF 14 Yh
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the State of Florida discriminatory vendor list prescribed in Section
287134 ofFlorida Statutes

nlio4h4r nIuiiFh
e
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65Procurements for the personal use or benefit of SLauderdaleByThe
Sea officialserplyeesemoe are prohibited Town

officialsemployees are also prohibited from using theBTLauderdale
BvTTheSea name or the officialsemployeesposition to obtain special
consideration in personal purchaseshwever thisrohibition shall not

apply to discountsor offers extended to government emplovees and

officers in aeneral fea discounts offered at amusements parks or hotels

6 7LBTSLauderdaleBvTheSea is exempt from paying all local and state
sales taxes as well as Federal Excise taxes TheLTownsFinance
Director hatlwil provide the necessary exemption documents to any
vendor upon request Thus TLauderdaleBByTheSea
officialsemployees naostshould makeevery effort to ensure that

salesexcise taxes are not charged by the vendor

7 If an item covered by a properly authorized Purchase Order cannot be

supplied by the selected vendor in the required timeframe the substitution

of a suitable equivalent item may be approved using the Change Order

procedures described in Section III h

8Should the selected vendor fail to meet any specified requirement of a

procurement the vendor can be cited for nonperformance The

seriousness of nonperformance must be evaluatedincoordinationwith
the TownAttornev based on the circumstances surrounding each

violation However there should always be some recourse for

LETSLauderdaleByTheSea when a vendor fails to perform in

accordance with the terms and conditions

These recourses include but are not limited to

a LauderdaleByTheSeamay exercise its rights under a

15 rice nipm
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liquidated damage clause or under the terms of a performance
bond

b STSLauderdaleByTheSea may obtain the needed items from

another source and charge the delinquent vendor the excess

difference in cost

c The Town Manager or designee may terminate the contract for

default if it is in the best interest ofLSLauderdaleBvTheSea

9 Whenever two or more bids proposals or replies that are eaual with

respect to price auality and service are received by LauderdaleBvThe

Sea for the procurement of commodities or contractual services a

a druafree workplace proaram shall be Given preference in the award

row

IAdditionaliftwo 2 or more vendors are tied as to quality delivery
times and price the tie may be broken and the vendor selected based on

the location of the vendors actual operations The local preference shall

favor first vendors conducting actual business operations from a

facilityoffice physically located within the municipal boundaries of

JeetbeLauderdaleByTheSea

If none of the vendors so qualify then favor shall be shown to vendors

conducting actual business operations from a facilityoffice physically
located within Broward County

If none of the vendors so qualify then favor shall be shown to vendors

conducting actual business operations from a facility office physically
located within the State of Florida Preference for Floridabasedvendors

is required by Florida Statutes Section 25504 when erecting or

constructing any public or institutional building Preference for Florida

based vendors of commodities is provided for in Florida Statute Sections

287082 287084 and 287092 However TSLauderdaleBTheSea

shall not show preference to vendors solely on the basis of being minority
business enterprises under Florida Statutes Sections 287093 and

2870931

1110No obligations for expenditures of LSSLauderdaleByTheSeafunds

may be incurred except pursuant to and only to the extent of a specific

16
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appropriation of funds in the Town CommissionAdopted
LauderdaleBTheSea budget This provision shall apply without

being limited to any formal or informal contractual obligation eg
Purchase Order for the purchase or lease of supplies services or

equipment No money may be drawn from theBT3LauderdaleByThe
Sea treasury nor may the appropriateSTSLauderdaleBvTheSea
officials execute any check draft warrant note contract or other

negotiable instrument except pursuant to and only to the extent of a

specific appropriation of funds in the budget to be used for such payment
or procurement Accordingly the availability of funds must be approved
by the Finance Director or designee beforeLTLauderdaleBTheSea
is contractually obligated to any procurement

Vendor Selection Methods

1 General Guidelines

There are five vendor selection methods used by LauderdaleBvTheSea
Quotes Invitations to Bid ITB Reauests for Proposals RFP Reauests

for Qualifications RFQ and Letters of Interest LOI Quotes are

normally used when the expected cost of aoods or services is twenty

thousand dollars 20000 or less This is the informal method of vendor

selection The remainina four methods ITBRFP RFQ and LOI are

formal competitive vendor selection methods and must be used when

LauderdaleBvTheSea will derive sufficient additional benefit to iustifv
their use

Exceptions to the reauired vendor selection methods are permitted in

specific instances See Section IV of this manual or when preapproved
by the Town Manaaer in emeraencv situations

Under no circumstances may known or anticipated annual reauirements
for commodities and services from a vendor be broken into smaller
auantities to circumvent the reauirement to use a formal vendor selection

process

49
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2 Informal Vendor Selection Methods

a All procurements of goods andor services as well as award of

contracts and related change orders in excess of fteertwe
thousand dollars 15 X420 000 must be approved by the Town

Commission before such purchase is made oracontract is awarded

Unless waived by the Town Commission tfe

procurements above ffteeetwent thousand dollars1500820000
shall be selected throughtiea Formal Bidding Processetie
ecaetCad

b Once a contract has been approved by the Town Commission the

Town Manager may exercise any extension or renewal options
included in that contract

c 2All procurements of goods andor services as well as award of

contracts and related change orders that do not exceedfiteertwenty
thousand dollars90020000 must be approved and documented
as follows

APPROVAL DOLLAR THRESHOLD

D artrnent director U to 0000

FiriceDrectorrAssistantTown Mana er U tc 750000
Town Mana er 750001 to 2000000

Town Commission 2000001and above

Up to200000

2 00001 to 499999

REQUIRED

Not subject to bidsauotes

Two verbal documented

Three verbal documented

10y000 to2000000

Above2000000

18
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d Printed documentation from a website can be utilized as a written or

verbal uotation of pricing for items that can be procured through the
Internet

e Shipping costs should be included in the determination of the lowest
bid

eae

vee

dFor anyeotsivdtaaretap3caratlrrloctrihcrl

ifleseolJB procurement the Town Manager has the discretion to impose
additional purchasing requirementsktieaaageqrthQitfie

w
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C Purchasing Documentation

1 Documenting a Purchase Request

After obtaining the required pricing information describedp11

istcraafktstfJaleteetappfeat
apablevesfsth If above the department
director making the purchase shall provide to the Purchasing AdministratorTle

documentation of the quotes or bids received

quantity quality price delivery timelocation

be charged The documentation should also detail other conditions of the
procurement such as service warranty andpayment terms3watstcfie

and indicate that all applicable procurement
requirements have beencpledvitfollowed It is the responsibility of the
1 RTCrnrFmnrnooinir nrrniitmnn grpnrlvlorlte

iairqitinLauderdaleBvTheSea
FF

dfepartment ca submit the

urczsrctzstsufficiently in advance of the date of goodsservices are

needed to allow for its timely review approval and processing

x 20
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3 Purchase Orders

After the LauderdaleBvTheSea Finance Director has verified the availability of
budgeted funds for a procurement and has verified that the procurement is being
made in accordance with the policies prescribed in this manual the Purchasing
Administrator will generate a numbered Purchase Order The Purchase Order

must be signedbthePurchasina Administrator and the management official

who is authorizedbectionB2to approve that level ofeenditure

The issuance of purchase orders by unauthorized individuals will not be

recognized by LauderdaleBvTheSeaand payment of these obligations will not
be approved

The Purchasing Administrator will keep a numerical log and copies of all issued
Purchase Orders

It is preferred that purchase orders establishes venue for enforcement in Broward

County Florida

D Formal VendorSelection Methods

1 A determination will be made by the Purchasing Administrator after consultation
with the user department as to which formal competitive vendor selection

method will be used Methods include

Invitation to Bid ITBI

An ITB is used when specifications are welldefined The ITB shall include
instructions to bidders plans drawings and specifications if any a bid form and
other required forms and documents to be submitted with the bid Under this
t e of solicitation the recommendation of award is normally to the lowest

reSonsive and responsible bidder Life cycle costs of the commodity or

uipment tobe purchased can be used in evaluating which vendor is lowest
responsive and responsible bidder

21
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Renuest for Proaosals RFPI

An RFP is a written reauest to vendors to submit proposals that describe the

methodoloav the respondent will utilize to provide analysis design or other

In most cases and except when prohibited by State Statute prices for the

services will also be reauested The vendors experience and aualifications
together with the proposed methodoloav are evaluated and may take

precedence over price in the procurement decision in this selection method

RFPs will generally but not always state the relative importance that price and

anv other evaluation criteria will be accorded in the vendor selection process

Prior to the release of anv RFP that the Town staff anticipates will result in a

purchase in excess of twenty thousand dollars 20000adraft copy of the RFP

shall be sent to the Town Clerk for distribution to the Town Commission no less

than one week in advance of publication of the RFP

LauderdaleBvTheSea may engage in discussions with respondents for the

purpose of clarification to assure full understanding of and conformance to the

solicitation reauirements Respondents shall be accorded fair and eaual

treatment with respect to anv opportunity for discussion

The Purchasina Administrator will first review the proposals to determine if each

omissions in their proposal and give them a short deadline to correct those

omissions The Purchasina Administrator will determine which proposals are

deemed nonresponsive to the RFP and those respondents will be notified in

writing of the Purchasina Administratorsdecision

Evaluation of the responsive proposals will normally be completed by an

procurement The evaluation committee members are appointed by either the

Town Manager or Assistant Town Manager The Purchasina Administrator

normally facilitates the evaluation process but is not a voting member of the

evaluation committee The Purchasina Administrator is also the only staff

member who should be in contact with the responders between the times the

evaluation committee is appointed and they complete their evaluation process

and submit recommendations to the Town Manager or Town Commission

22
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Because the Town has a very small staff there will be cases where it is

appropriate for the Purchasina Administrator to be a member of the evaluation

committee In such cases the Town Manaaer shall appoint another staff member

to fulfill the facilitation and communication with respondents roles normally

carried out by the Purchasina Administrator

Request for Qualifications RFQI

An RFQ is a formal invitation to vendors to submit a statement of their

experience education certifications etc that aualifv them to perform work for

the Town This approach differs from an RFP in that it places areater emphasis

on the aualifications of the potential respondents and their track record of auality

performance rather than a specific methodoloav thev utilize The RFQ identifies

the desired minimum aualifications of the respondents a scope of work

statement project requirements and states the relative importance of selection

criteria that will be used in compilina a short list of prospective respondents for

further consideration

Responses are evaluated by an evaluation committee and facilitated by the

consideration These shortlisted respondents are then interviewed by the

evaluation committee The shortlisted firms may either be ranked in order of the

committees evaluation of the respondents experience aualifications and in

some cases the auality of their presentation to or discussions with the committee

or a number of respondents may be determined to be aualified to perform work

for the Town

When respondents are ranked in order this rankina is presented to the Town

Manaaer or the Town Commission for approval depending on the size of the

contract that is anticipated Staff will then negotiate a contract for the services

needed with the number one ranked respondent and bring the contract back to

the Town Manaaer if it is within his or her approval authority or to the Town

Commission for approval if the contract amount exceeds the Town Managers

authori

In certain circumstances where continuing agreements are sought multiple firms

may be determined to be aualified and are placed on a aualified vendors list for

the types of services identified in the RFQ When a project or assignment is to be

contracted to an outside vendor for such work the Town may either rotate the
work between aualified vendors or may ask the aualified vendors for sealed pr

23
6Esc

3022011



Purchasing Manual

auotes if allowed by law andor schedules to do the work and make a selection

based on price if allowed by law andor schedule to complete the work In such

cases staff will neaotiate a contract with the selected vendor and brina it to the

Town Manager for approval or to the Town Commission if the contract price
exceeds the Town Managers approval authority

Letter of Interest LOI

Responses are evaluated by an evaluation committee as described in the RFP

section Based on the experience and aualifications the responses are ranked

This ranking is presented to the Town Manaaer or Town Commission depending
on the dollar amount of the contract reauestina authorization to enter into contract

negotiations with the top ranked respondent The resulting contract is then

brought back to the Town Manaaer if within his or her authority for approval or to

the Town Commission for approval if the contract amount exceeds the Town

Managers authority Architectural and enaineerina services are examples of

services for which this type of solicitation is sometimes used

The Town may shortlistthe respondents to RFPs RLIs or RFQs in order to facilitate more

indepth analysis of a more manageable number of responses The Town may also seek

clarification from proposers as Iona as such reauests are made of or discussions are held

with all proposers or all shortlisted proposers Individual members of the evaluation

committee however may not conduct such discussions or communications they must be

done by the full committee or by the Purchasing Administrator The opportunity for

discussion and revision of proposals mad also be limited to this Group

EXCEPTIONS

Exceptions to these purchasing policies and Goods and services that are exempt from the

reauirement for competitive vendor selection processes are detailed in Section IV of this

Purchasing Manual
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FORMAL SOLICITATION PROCESS

Specifications

In appropriate Circumstances thescificationfgoodsservicesrotobe
procured by LauderdaleBvTheSea should be drafted to encourage vendors to

propose reasonably comparable alternatives that ensuretSTthe Town obtains the

lowestbest possible price while avoiding terms that are vague or subject to varying
interpretations

The Purchasina Administrator shall strive to assure that all specifications issued by
LauderdaleBvTheSea provide for free and open competition among all vendors

and preclude lockin of anv vendor or brand unless items are purchased under

approved sole source or sole brand provisions Anv specification may eliminate

some vendors or brands if the vendor or brand does not meet the legitimate needs

of the Town

The Purchasina Administrator will ensure the solicitation documents include

s ecifications that are as welldefined as possible The user department is

responsible for developing specifications such as bid specifications scope of

service and evaluation criteria As the prime user the department is best aware of
anv special characteristics anv new developments in the field as well as the

technical specifications of the product or service The Purchasina Administrator may

review specifications and make suggestions such as alternate products when
appropriate

There are many different types of specifications however all specifications

regardless of the type must be clear and complete The specification must clearly

and completely express the needs of LauderdaleBvTheSeain such a manner that
the vendor will have the same understanding as that of the Town in what is reauired

The following are some of the more common type of specifications

a Qualified Products or Acceptable Brands List These
lists are developed only where it is not possible to write specifications
adequate to identify the quality and performance required of the goods or

services to be purchased Acceptable brand fists are also used when tests

necessary to determine compliance with technical specifications are lengthy
costly or require complicated technical equipment

25
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b Specification by Brand or Trade Names Brand or

trade names uma be used where brand name products have been
found to be superior to others for the purpose intended or when their

composition is secret unknown or patented The use of brand names

establishes a quality standard but is not intended to limit or eliminate

competition Whenever this method of establishing specifications is used the

specifications should explicitly provide for equivalents It is incumbent on a

vendor offering equivalent goodsservices to those specified to document that
the goods or services are in fact equivalent

c Specification by Blueprint or Dimension Sheet

Specifications of construction projects feyeerythirsuchasbuildings
and streets tc custombuilt cabinets furniture machines or other

equipment should be written to reference the blueprints or dimension sheets

prepared by the projectsengineer architectdesneror equivalent Such

specifications shall provide an appropriate method of evaluating all bids and
later of verifying the quality of the construction work or the equipment or

fixtures delivered

d Specifications by Performance Purpose or Use Specifications which
include a set of performance criteria for the goods or services requiredare
aronates theme will provide flexibility for vendors to design products or

programs specifically aimed at meeting the purpose or performance
standards t LauderdaleBTheSea has established

norminoiJ rnn moeTninovnoninner
vwvEwaav wvc

e eSpecification by Identification With Industry
Standards Specifications will often refer to industrywide standards or to
standards set by other public jurisdictions Some examples of these would be
lumber grading standards set by the asphalt or concrete industries or by
referencing standard specifications of the AAisseueFlorida Department of

Transportation or other State or Federal agencies
f
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2 Public Notice

o Arlrorfiainn in noinnorof Innolnonerlnirnhi
y rr a

Public notice of the ITB RFP RFQ or LOI shall be aiven not less than ten 10 calendar

davs prior to the date set forth in the notice for the openina of the responses The Town

will publicly advertise the procurement in the manner best suited for the particular
commodity or service beina acauired Beina listed on the Towns website is considered

public notice for these purposes The notice shall state the place date and time of the

openina of the responses

3When in the sole discretion of the Town Manager the available RFP

specifications do not promotepermit full and free competition among potential vendors

without prior technical evaluation and discussion atwostep process may be used In

the first step Int othe Town would issue an RFP to which interested potential
vendors respond with necessary information andortanonpriced technical offers

Then those potential vendors who are determined by LBTtheTownto have

submitted technically acceptable offers are invited to submit sealed prices based on

their technical offers

3 Response Submissions

All responses shall be submitted in sealed envelopes which shall be clearly identified

with the name and number of the solicitation and the respondents name on the exterior

of the envelope and delivered to the Town Clerks office

28
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4 BidProposal Bond Performance Bond

Bid bonds also known as proposal bonds may be reauired in cnni mrtinn niith

responses to guarantee the responders will not withdraw their bids for a specified time
period Should the respondent withdraw their bid thev may be reauired to forfeit the
bond amount

Bid bonds shall be reauired for all construction aroiects when the total contract price is
estimated to exceed seventyfive thousand dollars 75 000 In all other caP the
Town reserves the naht to reauire a bid or proposal bond when deemed necessary by
the Purchasina Administrator The successful bidder may be reauired to submit a
performance bond in the amount of One Hundred Percent 100 of the contract
amountawarded within ten 10 days after being notified the contract has hPPn
awarded

Bid bonds shall be by cash a certified or cashiers check a surety bond or an
irrevocable standby letter of credit in an amount not less than five percent 5 of the
amount of response Ifasurety bond is provided the surety company must be
authorized to do business as a surety in Florida

Per Florida Statute Section 255 05 a payment bond and a performance bond with anv
surety insurer authorized to do business in Florida or prescribed alternative collateral
will be reauired by the Town whenever a contract for the rnnGtrirtinn of a niihlir

bwldina exceeds two hundred thousand dollars 200000

with if applicable

5 Cancellation or Postponement of Response Opening

Anv time prior to the bid openina date and time the Purchasina Administrator may
cancel or postpone the bid openina or cancel the hid dnrimant in itc antirafiv In

Y I11

addition the Town reserves the right to accept or reject anv or all bids or parts of bids
to waive irreaularties and technicalities and to reauest rebids on reauired goods or
services LauderdaleBvTheSeaalso reserves the right to award the contract on such
goods or services the Town deems will best serve its interests or to elect not to proceed
with procuring the goodsservices

Formal Oaenina ofResponses
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Responses shall be opened by the Purchasina Administratordesianee at the time and

place desianated in the public notice The openina shall be witnessed by the Town
Jerk or desianee No late responses shall be accepted or opened if received after the

date and time specified in the public notice All late responses shall be returned
unopened to the bidder

For RFP RFQ and LOI responses a list of the names of all responders shall be read
aloud by the Purchasina Administratorldesianee

All response documents shall becometheproperty of the Town and will not be returned
to the responders When the contractisawarded all documentation produced as part
of the contract shall become the exclusive property of the Town

onifiorl ii
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For an RFP RFQ or LOI response the Purchasina Administrator or desianee mav at
the evaluation committees reauest and within a reasonable time period after the
response openina reauest additional or corrective information of the responders
concernina hisher responsibility to perform and the responder mav voluntarily after bid
openina provide additional or corrective information concernina hisher responsibility as
a vendor

It shall be the practice of the Town that ITB submittals shall be publicly opened in the
presence of witnesses and read aloud to include the name of the bidder their city and
state the ITB number and total price bid
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7 Formal Evaluation Process

a Bids shall be unconditionally accepted without alteration or correction except
as described rSecOtt4belowBids shall be evaluated based on the

requirements set forth in the biddocurnt which may include criteria to
determine acceptability such as inspection testing quality workmanship
delivery service price completion date andor suitability for a particular
purpose

b dCorrections or withdrawal of inadvertently erroneous bids shall be permitted up
to the time of bid opening After bid opening no changes in bid prices or other

provisions shall be permitted provided however the Purchasing Administrator
shall have the authority to waive minor irregularities as provided by law or correct
obvious calculation errors

crtatts 6amc ho cp j ho ionrr1TIFy1fZTTGYGTfQC7r

hind ho ienrlreiihh einnllro

c Those criteria that will affect the bid price and be considered in evaluation for
award excludina cash discounts shall be objectively measurable such as trade
discounts transportation costs and total or life cycle costs The bid document
shall set forth the evaluation criteria to be used No criteria may be used in bid
evaluations that are not set forth in the bid document

d All auotations and proposals must be signed with the vendor name

n n officer or employee lavingthe authority to rind the vendor with ht
e Bids having any erasures or corrections must be initialed by the bidder

in ink Bids shall be typewritten or written with pen and ink Signatures must be

original and in ink
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e This signed bid shall be considered an offer on the part of the
bidder which offer shall be deemed accepted upon authorized approval by
tsTtheTown In case of default on the part of the bidder after such

acceptance ithe Town may take such action as it deems appropriate
including legal action for damages or specific performance

f The successful bidder shall NOT assign transfer convey sublet or

otherwise dispose of said contract or his right title or interest in or to same or

any part thereof without previous consent in writing from IrBTthe Town

Bids on individual items must includeNTPtFunitrices as

well asTT4PPItotalrice Where a variance exists on the bid form
between the unit price and the extension or whenever other discrepancies are

noted between prices on the bid form and prices quoted elsewhere in the bid

package the unit price quoted on the bid form shall prevailNumbers that are

elIdout shall have precedence over numerals

h Unless otherwise stated the quantities or usage shown in the

lbiddocument are estimated only No guarantee or warranty is given
or implied by STSstheTown to the total amount that may be or may not be

purchased from any resulting contracts These quantities are for bidder
information nnonlyand will be used for tabulation and presentation of bid and
BTSthe Town reserves the right to increase or decrease quantities as required

i Bidder warrants by virtue of bidding that prices and terms and
conditions in the bid will be firm for acceptance and will not be withdrawn for a

period of ninety days 90 from the date of the bid opening Prices shall be firm
with no escalator clauses

i The Town is exempt from any taxes imposed by the State or Federal

Government Exemption certificates will be supplied upon request

kgWhenever materials or equipment are specified or described in thelkbid
documortby using the name of a proprietary item or the name of a particular
supplier the naming of the item is intended to establish the type function and

quality required The bidder will be required to submit sufficient information to
allow t3e Town to determine that the material or equipment proposed is

equivalent to that name TheTown will be the sole judge concerning the
merits of proposed material or equipment

32

3022011



Purchasing Manual

niinoI RTC meuilhnii inrcnrnIn
vvv va Vvrvwr rcti

I All goods or equipment bids shall comply with alt applicable Federal State and
local laws relative thereto including all safetyrelated items as required by the
Federal Occupational Safety and Health Act OSHA

m TGenerally all contracts awarded by the Town shall include the

requirement thatthe successful bidder shall defend actions or claims brought and
hold the Town harmlesstrfrom loss cost or damage by reason of actual or

alleged violations of Federal State or local law in the design or manufacturing of

equipment andor materials
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8 Award of Contract

Contracts shall be awarded to the lowest responsive responsible bidder

Bidderrefers tofirmswhoroedeuotesor reams onsesin addition to formalbids
In determining lowest resoonsiveresponsible bidder in addition to priceBSthe
Town may consider
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a The ability cepeycapabilit and skill of the bidder to perform the

contract or provide the service required Providing the required service includes
but is not limited to an adequate amount of insurance coverage as set by the

Purchasing Administrator Documentation of coverage is through the Purchasing
Administrators acceptance of the Certificate of Insurance

b k Whether the bidder can perform the contract or provide the service

promptly or within the time specified without delay

c c The character integrity reputation judgment experience and

efficiency of the bidder

d rf The quality of performance of previous contracts or services with

TLauderdleTheSeaand with other entities

e Theprevious and existing compliance by the bidder with laws and

ordinances relating to the contract or service

f f The sufficiency of the financial resources and ability of the bidder to

perform the contract cto provide the service

g The quality availability and adaptability of the supplier or proposed
contractual services to the particular use required

h i The ability of the bidder to provide future maintenance and service

for the use of the subject of the contract and the associated maintenance cost

i The number and scope of conditions attached to the bidor uote

Bidders history of default on prior public contracts

k Bidders history of litigation or arbitration

I Life cycle costs of the eauipment or product bid compared to the life cycle cost of
eauipment or products bid by other bidders

m Durability of safety or security of and warranties for of the eauipment or product

bid or quote compared to those same traits of eauipment or products of other
bidders

A record uEd be maintained by the Purchasing Administrator of

3 34 r
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bidding information on materials in regular use Such records shall include a bidders list
specifications previous quotations and bids received

Vendors who believe they have been unfairly treated during the formal bidding process

may
file a complaint with the Town Manager Complaints shall be submitted in writing within ten

10 days after the aggrieved vendor knows or should have known the facts giving rise thereto

The written protest must be accompanied by a filing fee in the form of a money order or

cashiers check payable toBTLauderdaleBvTheSea in an amount equal to oeten

percent of the contract value which resulted from an RFP ITBLOIorRFbutno greater
than five thousanddollars0 The filing fee shall guarantee the payment of all

costs which may be adjudged against the protester in any administrative or court proceeding or

in investigatinlg the protestJartestsupheby fefa1 refuldto

tlptczra4tstiniocino4irnrho nrn4oc

The Town Manager or designee shall investigate as far as resources allow and determine the

validity of the complaint If the complaint is not resolved by mutual agreement of teTthe

Town and the vendor the Town Manager or designee shall promptly issue a decision in writing
after consulting with the Town Attorney The decision shall state the reasons for the action

taken A copy of this decision shall be mailed or otherwise furnished immediately to the

complainant and any other party involved

If a protest is upheld by the Town the filina fee shall be refunded to the protester

Following the identification of the lowest responsive responsible bidder and the

resolution of

any written vendor protest the Town Manager shall recommend to the Town Commission that

a contract be awarded to the selected vendor

G COMPETITIVE CONSULTANTSNEGOTIATION ACT SELECTION OF AUDITORS

Florida Statutes Section 287017 known as the Competitive ConsultantsNeaotiation Act

ConsultantsCompetitive Neaotiation Act if thev are for either a construction oroiect costina at

least three hundred twentyfive thousand dollars325000 or a desianolanninastudy activity
where thefee is at least thirtyfive thousand dollars 35000 The Towns gurchasina policy
shall automatically bemodfied to reflect any amendments made to Florida Statutes Section
287017
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1 Issuina an RFP RFQ or LOI

2 The solicitation is advertised in the manner best suited for the particular
commodity or service beina reauired

3 Selection in ranked order of at least three vendors provided Lauderdale
BvTheSea has received responses from three vendorsl usina current
ualifications and performance data other than price obtained from each

vendor in response to the bid document subseauent discussions andor
formal presentations if reauired

4 Fee neaotiations or bid openinas in ranked order with the vendors
selected Alternatively at the discretion of the Town Manaaer
LauderdaleBvTheSea may obtain on a cost reimbursement basis the

assistance of the Florida Department of Transportation or the Florida

Department of Manaaement Services in selectina andor neaotiatina
contracts with consultants covered by the ConsultantsCompetitive
Neaotiation Act

Similarly acauisition of financial auditina services in satisfaction of Florida Statutes Section
21839must be made in compliance with the provisions of Florida Statutes Section 218391
which reauires that RFPs for such audit services be evaluated and ranked by an audit

committee prior to Town Commission selection of an auditor and approval of a contract

H PROCUREMENTS UNDER THE LAW ENFORCEMENT TRUST FUNDS LETF

1vRanqTFrsrnn
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All purchases to be paid for by the LETF must comply with Florida Statutes Section 9327055
and must be approved in advance by the Police Chief and the Town Commission

A copy of the Town Commission approval must be maintained by the Purchasin
Administrator LETF expenditures are restricted by Florida Statutes Section 9327055 to
school resource officer crime prevention safe neiahborhood drua abuse education drua
reventon drua treatment complexprotracted investigation cost additional police
eauipmentexpertise or federal grant matching purposes

CONTRACT ADMINISTRATION
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1 Contract Compliance

After the award of any contract theiSTown department using the

propertygoodsservices or in some cases the construction Project Manager will insure

that both TSthe Town and the vendor are in compliance with all terms and conditions

of the contract including maintaining current insurance certificates The procuring TS

department will maintain a written record of the vendors performance relating to

contract requirements

Incases where the vendor does not adhere to delivery and

specifications or is in technical breach of a contract the procuring 4 S department
must attempt to rectify the situation with the vendor and maintain written record of these

attempts This written record should contain specific instances of noncompliance with

contract requirements and a time frame for resolution of the issues involved as well as

any change orderspeSectiQrI1P fPaw The department shall provide
copies of all noncompliance correspondence and records to the Purchasing
Administrator

In cases where the procuring BTS department is unable to rectify
a breach of contract with the vendor the matter shall be turned over to the Purchasing
Administrator along with all documents for resolution which may include but not be

limited to recommending to the Town Manager that the contract be canceled
suspension or debarmentof the vendor or institution of

appropriate legal action throuah the Town Attorney

ChangLe Orders

j1cerWhen circumstances arise that necessitate modifying a

vendors existing contract a contractual change order may be used provided

a The changes do not substantially alter the character of the work contracted

for and do not vary so substantially from the original specifications as to

constitute a new undertaking Such changes must be reasonable and

conscientiously be viewed as being in fulfillment of the original scope of the
contract

b Further such changes when viewed against the background of the work

described in the contract and the language used in the specifications must

clearly be directed either to the achievement of a more satisfactory result or

the elimination of work not necessary to the satisfactory completion of the

contract

o 37
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The Town Manager or designee is hereby authorized to

approve and initiate work on the following types of change orders determined in

hisher judgment to be in the best interest ofITSthe Townas follows

a A chanae order decreasing the cost of the contract to the Town

1 All nhnn Anrein hrnc of h
ivrrang crcvaiirirr

decT Should the

decreased cost materially alter the character of the work contemplated by
the contract the nature andimpact of the revision on the oriainal

character of the work contemplated shall be documented in writing and

signed by the vendor and the Town Manager

b 2 A change order increasing the cost of the

contract tomSTSby a cumulative amount not to exceed fifteeotwe
thousand dollars 1C42000 providing however that an

appropriation exists within the account or yearend encumbrance
sufficient to pay the amount of the change order

c Change orders that do not affect the price of the contract

d Change orders that do not exceed the cumulative percentage of the

contract amount or a dollar amount of chanae orders specifically
referenced in the oriainal contract approval by the Town Commission In

case of large construction contracts the Commission may authorize the
Town Manager to execute change orders within defined limits

Change orders should not artificially be distributed or divided so as to bring the

amount within the approval level of the Town Manager and anv such proposed

chanae order shall include within it all logically connected work reauired to be

done at the time of proposal

Allother change orders must be formally approved by
the Town Commission before work may be authorized to begin and no claim

againsttBTLauderdaleTheSea for extra work in furtherance of such

change order shall be allowed unless said prior approval has been obtained or

the original contract with the vendor provides otherwise

38
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3 Receipt of Goods and Invoice Payment

When a BTTown department receivesashipment of goods that

have been ordered an inspection of the contents shilshould be conducted to insure

that the items received match what was ordered and that it is in satisfactory condition

An invoice bill of lading or packing slip should be included with the shipment and after

inspection theLBT department opening the shipment should terpmark the

document received with the date and signature of the person inspecting the shipment
If any damage to the shipment is detected this should be noted on the receiving slip
Damaged merchandise should generally not be accepted and it is the responsibility of

the procuringTdepartment to resolve damage claims

All invoices from vendors should be sent directly to the

BTTownsFinance Department by the vendor If a procuringtTdepartment
receives an invoice and that invoice identically matches the amount of a purchase
order that department should note whether the goods have been received and whether

payment can be made against the specified purchase order number Then the invoice

should be sent directly to the Towns Finance Department vvith the signature of the

Department Head indicating the invoice is auiorized fo r payment by that department

Head

When partial shipment is made on an order any item appearing on

the vendors packing slip andor invoice that was not received should be struck out or

marked back order BO before signing as the receiver of the goods so listed In short
signature should be given to the vendor only for goods actually received

4 Temporary Extension of Contracts

Atthe discretion of the Town Manager existing contracts may be

extended beyond their specified expiration date fora eriodofutonined
pending renegotiation orawardofanewbidifsuch extension is deemed to be in the

best interest ofIthe Town Extensions beyond ninety days must be approved by
the Town Commission

inivGniTnrvnneuniie

J InventoryVNarehouse

At the discretion of the Town Manager the Town may procure and maintain an inventory of

items used on a repeat or continuing basis by one or more departments Any such

a
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items inventoried by8theTown will be purchased warehoused and distributed in

accordance with procedures established by the tt4 s Finance Director Perpetual
inventory records shall be maintained by an inventory custodian designated by the

xr tiFinance Director

40
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K Construction Projects

1 If the cost of a purchase related to the construction demolition
renovation modification repair or grounds of any public facility utility
building or land exceeds fafteentwenty thousand dollars Q9820000
then the requirements4rctic 4 fcrthe formal bidding process apply
unless waived by the Town Commission or percededsutersededby the

following special requirements

2 In accordance with Florida Statutes Section 25504BTLaderdaf
The Sea shall give preference toiramaterialmen contractors

builders architects and laborers residing in Florida when constructing any

public administrative or institutional building provided

a there is no increase in cost resulting from the preference and

b the quality of materials proposed for purchase as well as the

qualifications character responsibility and fitness of resident
vendors is comparable to nonresident materials andlor vendors

3 Under Florida Statutes Section 2550525 anytime a nonemergency

construction project is estimated to cost more than two hundred

thousand dglars200OQ0 the solicitation of bidslproposals must be

publicly advertised at least once in a newspaper of general circulation in

45
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Broward County at least 21 days prior to the established bid opening and

at least 5 days prior to any scheduled prebid conference However for all

nonemergency construction projects estimated to cost more than

599088five hundred thousand dollars500000 the public
advertisement must appear at least 30 days before the established bid

opening

For purposes of Section 2550525 only emergency is defined as an

unexpected event resulting in an interruption in delivery of an essential

government service or an immediate danger to either public healthsafety
or loss of publicprivate property

If Florida Statutes Section 2550525 is amended to modify the dollar
thresholds for advertising to allow for other forms of advertising or

eliminates or otherwise modifies this reauirement the Towns purchasing
policy shall automatically be modified to track the statutory provisions

64 Unless specifically exempted below Florida Statutes Section 25520

requires the use of the formal bidding process SecoIda3ebveas
reviousl described whenever the estimated cost of anonemergency
TLauderdaleBvTheSea project to constructimprove a public
building structure or other public work exceeds 299089rtootal er

59989three hundred thousand dollars 300000 in totalorexceeds
seventyfivethousand dollars 75000 in electrical work specifically er

255QtrCfPC is rlcfinorl

a All contractors selected for such projects must be appropriately
licensed

b The estimated cost of the project includes all noninmate labor as

well as the cost of all equipment and materials to be used in the

project

c If the constructionimprovement project relates to a road bridge
street highway or railroad and is estimated to cost more than

8OtBTStwo hundredfib thousand dollars 250000
LauderdaleByTheSeamay

i Require that interested vendors be certified or qualified to

perform such work if the qualification criteria are published
with a pbeublic hearing notice prior to the RFPbid
adadvertisement

rw
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Disqualify the bidproposal of any contractor that is ten

percent 10 or more behind on completing an approved
progress schedule fortETSLauderdaleBTheSea at the

time of the RFPbid advertisement unless FDOT considers

the contractor prequalified and eligible

d The requirements of Florida Statutes Section 25520do NOT apply
to

Projects that have been

through the formal bidding process without receiving any

responsive bids or proposals

Projects involving repair or maintenance of an existing public
facility

iii Projects using appropriately licensedLTSLauderdaleBv
TheSea employees to perform the work after holding any

required public hearing

iv Projects undertaken exclusively as part of a public
educational program

v Projects whose funding source will be disqualified or lost

because the formal bidding process will take longer than the

time within which the funding source must be spent

vi Projects where the successful bidder has either abandoned

the job before completion or been terminated by BTthe
Town

e The 288889Townspurchasina oolicv shall automatically be

adjusted to reflect Consumer Price Index adjustments to the three

hundred thousand dollars 300000 total cost and
5n Oseventyfive thousand dollars 75000 electrical cost
thresholds provided for in Florida Statute Section n

ro

IzavTe6afCoflurCTTrvctiTQcxrmInni

tefe825520

f Projects covered by Florida Statutes Section 25520 must specify
wF
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lumber timber and other forest products produced and

manufactured in Florida whenever available provided

Their make fitness and quality are equal and

The requirement does not violate the terms of any project
funding source

r5 Under Florida Statutes Section 25521 any building or facility intended for

use by the general public which is contracted altered or operated as a

lessee by1Tthe Town shall provide the special facilities for physically
disabled access specified in Part V of Chapter 553

8 6 The use of asbestos or asbestosbasedfiber materials is prohibited in any

public building constructed after September 30 1983 per Florida Statutes

Section 25540 and rtheTawn shall conduct an asbestos survey
before demolishing anyfit building constructed prior to that date

48
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IV EXCEPTIONS TO GENERAL PURCHASING POLICIES

To the extent described below the following types of purchasesarenotrequired to

comply with the General Purchasing Policies set forth in Section III of the Purchasing
Manual These purchases while not subiect to the competitive procurement

reauirements are still subiect to approval by the individuals authorized to approve

urchases at various dollar thresholds as outlined in Section III

A Sole Source Procurement

subiect to written justification by the ordering department the concurrence of the

Purchasing Administrator and the advanced approval of the Town Manager or

his or her designee non emeraencv Sole Source Procurement may be awarded

for a supply service or construction item costing up to twenty thousand dollars

20000 without competition when it is determined that there is only one source

available earepairs or additions from the original eauipment manufacturer only

supplier in the area franchised or licensed distributor or service patented or

proprietary item or by negotiation where the procurement by competitive

procedures is not feasible ea specifications cannot be clearly drawn nor

practical ea bids were solicited but no responsive bid was received from a

Section 25504

Nonemeraencv sole source procurements costing more than twenty thousand

dollars 20000 must be approved in advance by the Town Commission

Purchases may not be artificially divided for the purpose of avoiding Town

Commission approval

B Emeraencv Procurements

The Town Manager may make emeraencv procurements of budgeted
commodities or contractual services where the cost exceeds twentyfive
thousand dollars 25000 and when there exists any level of emeraencv under

the Towns current Comprehensive Emeraencv Operations Plan or a clear and

present threat to public health property welfare safety or other substantial loss

50 i
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to the Town provided however that such emeraencv procurements shall be

made with such competition as is practicable under the circumstances

A written determination of the basis for the emeraencv and for the selection of
the particular contactor shall be included in the contract file As soon as

practicable a record of the emeraencv procurement shall be made and shall set

forth the contractors name the amount and type of the contract a listing of the

commodity or contractual service procured under this contract contractor
invoicesreceipts and the number of the purchase order if anv

In order to maximize the recovery of town funds emeraencv procurements for
which insurance federal andor state ea FEMA reimbursement is anticipated

should comply with the current insurance policy or federalstate program

procurement reauirements ea 44 CFR Parts 13 and 206 Unless otherwise

directed by the Town Manager all emeraencv procurements shall be reviewed

for reimbursement eligibility sufficiency by the Purchasina Administrator prior to

the execution of an emeraencv procurement

The Town Commission must be notified after the fact of such procurements in

excess of twentyfive thousand dollars 25000 at the next scheduled Town
Commission meeting In anv event anv increase over the original amount of an

emeraencv procurement reported to the Town Commission exceeding ten

percent 10 must be reported to the Town Commission to be noted for the
record

C Grants

In anv situation where compliance with LauderdaleBvTheSeasGeneral

Purchasina Policy will place LauderdaleBvTheSea in conflict with the terms of

anv grant LauderdaleBvTheSea shall comply with such grant reauirements

which are mandatorily applicable and which are either not reflected in the
General Purchasina Policies or are contrary to provisions of the General

Purchasina Policies This includes but is not limited to federal emeraencv

management agency FEMA disaster recovery assistance per 44 CFR Parts 13
and 206

D Professional Consultants

AICvAIT TAI ICT GI IAlfl ICtAlfIITIIDCC

At the discretion of the Town Manaaer nonemeraencv contracts for professional

services are exempt from the competitive procurement reauirements in amounts
u to fifteen thousand dollars 15000 and any applicable state law such as

51
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the auditor selection procedures Florida Statute Section 218391 and Florida

Statute Section 287055

The ConsultantsCompetitive Neaotiation Act shall be followed if the services

beina acquired are of a nature and amount that would cause them to be subject

to those statutory provisions

erlrfr4nrGTTnrti rocirerocrinohIrvriuuITaTaTcC

f f f

t t

f

The Town Manaaer is authorized to enter into multiple awards openend fixed
oror any otherealcontracts for professional services not covered by Florida

r rnnnenvipruecinin oinnvQerinir

E Cooperative Purchasina Piaav Backinal

1 All purchases of commodities or contractual services under the provisions of

a4 tederalstateofFloridaortheStatesofitical subdivisionsf

purchasing contracts shall be exempt from the requirements of Section III

provided that the following criteria are all satisfied

1 a The terms and conditions of the original contract by the federal
state including any user surcharge pursuant to Florida Statutes

Sections 287056 and 2871345 or local government are

satisfactory to Sthe Town

2b The original contract by the federal state or local government is

current and resulted from a vendor selection process similar to the

one f LauderdafeBheSawould use for that purchase
aw

aW gf 52
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c TheDeartment Directoror Purchasing Administrator has

performed a market survey to determine if the prices of the original
contract are fair and reasonable

4d The Town Commission authorizes such procurement when the cost

of the commodities or contractual services exceedsffteeatwent
thousand dollars1X80820000

e In utilizing other aaencies contracts the Town may order lesser
auantities than provided in the contract on which the Town is piaav

backina as Iona as the unit cost is the same or less than it was in

the original contract Likewise the Town can negotiate with the
vendor a cost lower than that in the contract being piaavbacked in

the event that the amount of work that would need to be done in a

smaller municipality such as LauderdaleBvTheSea is reasonabIv
assumed to be less than reauired for a larger city or organization

Cooperative Purchasing The Town may procure goods and services via contracts that result

from the Towns participation in cooperative purchasing groups with other governmental

aaencies

F Travel Meals and Entertainment

At the discretion of the Town Manager or designeetcfy theturasiq
itrsLf3TTawn will pay for the following reasonable and necessary expenses

associated with travel and transportation resulting from an employees or other

authorized persons attendance at any meeting seminar conference or convention

which has been properly approved as having a demonstrated benefit to BTSthe Town

Payments made under this policy are subject to the following limitations and restrictions

1 1Airfare is restricted to exclude the cost of first class fare
Reservations should be made as far in advance as possible to allow for

the lowest possible fare Quotes for fares shall be obtained from at least
twt travei a0rcce4s three airlines Thelowest fare witha
reasonable travel time should be selected It is not permissible to select a
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higher fare ticket because the traveler has a lovalty affiliation with a

particular carrier If the traveler wishes to utilize an airline with which they
have a lovalty affiliation they must reimburse the Town the difference

between that fare and the lowest fare available on other airlines with a

reasonable travel schedule

The fare search results from an online travel website that displays
multiple airlines fares should be printed and submitted with the request for

travel expense reimbursement If the traveler booked an airfare that was

higher than was reasonable given the alternatives they shall only be

reimbursed for the lowest fare that was available with a reasonable travel

time The Town Manager or Assistant Town Manager shall make the

determination on what is a reasonable travel time in such cases

2 Automobiles may be rented for remote extended or emergency travel
subject to the following

a The location of the meeting seminar conference or convention is

different than that of the lodging accommodations or

b The rental of the automobile is less expensive than other forms of

transportation to1abetween the lodging erand meeting ace

plus thectistoftransortto and from the airort or

n Tho ron4lnne mwhorhenner if rlnni mon4orl nr vcrifior by
w1Tf vaawvvva

a
vv awvavvv i r

ronoin nnn ho 4rwolor ro4ern

sources

3 Insurance will not be allowed as a reimbursable travel or transportation
expense unless approved in advance of the trip by the Purchasing
Administrator

4 Parking and toll reimbursement will be allowed provided that the costs

are documented and reasonable Parking at detacarprsairort or

nearairyortarkina lots will be reimbursed only teif the total cost is less

than the cost of taxi fare to and from the

abaE4zRwkalfravelershome Transfers from airport to

hotel E axf 5 ae

w 54
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rwillbe reimbursed if submitted upon return from thetriwitha
verified receipt

5 Registration payments will be h 1r

madedirectbtheTownorreimbursedtotheemployee Reaistration
fees that exceed the advanced registration feesmust be aparoved by the

Town Manager

6 Meals and tips for other than local travel Dade Broward and Palm

Beach counties are limited to a per diem payment equivalent to the

prevailing per diem established by the Internal Revenue Code Continental

US rate for meals and incidental expenses reduced proportionately for

partial days or meals provided through registration of airfare Such

payment is inclusive of all meals drinks and tips tips to hotel staff and

any other miscellaneous daily expenses

Per diem will be reduced by onethird each if the employee begins travel

after 900amandor ends travel before600pm Additionally all meals

otherwise providedfrruin heroom rate or m the conference

registration feescr reaid by the Town exclusive of continental

breakfasts will reduce per diem paymentseoethird

Employees will not be entitled to any meal reimbursement for local travel

excetfcrrnalsatprofessonalssociationmetsDade Broward and

Palm Beach counties or at the Town Managers discretion

7 Lodging for traveling employees6 will be at chirIh

e sfvlFtte I RTC isvmrfrmvc nrh

pqr cph
1 1 W h r ri 1opp firiTcrmrivcrrifTvacv

i1pJtGytpi7TCRiny
n

fplhrpurirReArv hMrle rrFacaTCttkrC
irrhiria rc

FriTGV ZV LTivGTZIyVT4VIGGUJrRe7JTlGOCiCTHTTLTL7GT7 rJ f1I

Rtaiecere reimbursed for the

conference or seminar hotel or in the case of travel not associated with a

seminar or conference at a midranae priced hotel near the site where the

8 Mileage reimbursement payments to employees who use their personal
vehicle for local travel Dade Broward and Palm Beach will be made at
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the amounts and limits set by the Internal Revenue Code of the United
r3ya f unlessStates of America F k r a

the emIoyee is ssgned a Town vehicle or areis paid an automobile

allowances rhetfer4afsriPi

The cost of gasoline for a Town vehicle will be reimbursed

upon presentation of receipts Employees who are provided an

automobile allowance may not also use a4Town vehicle for travel or

transportation purposes except in o Easlaedunder

circumstances approved by the Town Manager Employees seeking
payment for use of their personal vehicle must submit a properly
completed Claim For Mileage Reimbursement form to the Purchasing
Administrator

9 A Travel Expense Statement 7414ia must be completed before

andor after attending meetings seminars conferences and conventions
as documentation for all related travel and transportation costs as well as

the costs of registration The Travel Expense Statement must be
submitted for approval to the Purchasing Administrator within two 2
weeks of return for all types of travel

Travelers who fail to submit the Travel Expense Statement will be

responsible for all costs advanced for the travel ftsnitnecearyt
atac 4Iasig E rt
reEetsvrFifvrrniaaicanaciciiFkCtrteencsevrcs ariv

if4sReceiforaIIexpenses for which the emglovee is seeking

reimbursement advanced funds for travel must be attached to the

Travel Expense Statement Small amounts for tips may be submitted for

reimbursement fs 4atrecejptS Any incomplete form will be returned by
the Purchasing Administrator to the originating department for
correction

It is the responsibility of the originatingtSTdepartment to make sure all

paperwork is properly submitted in sufficient time to allow for all approvals
and to allow the tBT Finance Department adequate time to prepare
advance checks for the traveler

If an emglovee who was advanced funds for travel does not submit

receipts documenting the expenditure of those funds in compliance with

these policies the emglovee will be reauired to reimburse the Town for
funds not covered by a legitimate travel expense report

56
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I DI IDruOClnlQolTTOeD

G Purchasina Card P Card

Upon approval of the Town Manager and after execution of tkettasheda

Purchasing Card Program Employee Agreement the Pshasieg
AdniritratcrFinance Director will issue a LauderdaleByTheSeacredit

cardforuse by the named employee in making
CttdttdtuaQMycrhr vTVltli r4morinnnrocs

r
rTt7T7GTTgTr 77tJ GF ii

cerurchases on behalf of theTown The use of the SLauderdaleBvThe
Sea credit card is subject to the following restrictions

The Purchasing credit card may be used only by the employee whose

name is embossed on the card The cardholder is responsible and

accountable for all transactions that occur on hishercard

2 The purchasing credit card is to be used for Townauthorized

purchases only The purchasing credit card vastcannot be used for

any personal use and any such use will require immediate reimbursement

and will result in disciplinary action that may include dismissal andor

criminal charges

3 A purchasing credit card to vrd will have

crIder a single purchase limit and a 30day ti

nIinininonnnneqQ CQCCz

AIlrrvrL I1CTOV AITIIIAI TLJC I C DI ID110CC

NMaTpurchase limits for each cardholder established by the Town

Manaaer Charaes to the q card must follow Purchasina rules with

reuireddocumentation Exceeding these limits will be considered abuse

of the Purchasing Credit Card Program and can result in cancellation of

card disciplinary action or both

4 The purchasing credit card must be kept in an

accessible but secure

location The purchasing credit card account number must be kept
confidential Only the person named on the purchasing credit card is

entitled to use it

5 All purchasing credit card transaction documentation must be submitted to
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the Purchasing Administrator for matching to the monthly credit card

statement Failure to submit such documentation may result in the

cancellation of purchasing credit card privileges at the discretion of the

Town Manager or designeerefltfyasangArstratsr

LauderdaleBvTheSea may participate in a municipal consortium which would
entitle it to a rebate on purchases charged to Town credit cards

CYDIIADT ITCAAC

H Exempt Items

4eedeemekFecessarybytf Trr MraeodgrereThe following
types of expenditures are not subject to the provisions of Section III afveai

tfrefreofthis Purchasing Manual and do not require the use of a Purchase

Requisition or Purchase Order

1 1 Budgeted utility bills for electricity natural gas

telephone water sewer or garbagetrash collection

2 cetearPttvESdsabtyHealth
related property liability automobile or workers compensation insurance

premiumscan be tended with i4creases of no more than5erear

should be obtained at a minimum of every three years

3 Budgeted payments of principal anda interest

Tor lease obligations originally approved by the Town

Commission Budgeted pension payrertstergCA
contributions ti BetedonYo hillinc and

deferred compensation contributions Unemployment comaensation
billings from the State of Florida

4 Remittance of taxes or fees collected on behalf of

othergertetiesTasersbetveeLBTbarrt4rmvcttf1er CwTr ntt3J t7titrcrvrvvgdiTcaaiTCrr

TSgovernmental entities Purchase of investment instruments that are
made in accord with the Towns investment policv3

5 Budgeted services providedyf
ylnrroa tmeissithat involve

special skill ability training or expertise of a unique original or creative

nature such as rnusicianS performerseakers
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afl

6 Leaal fees services

7 t Payments made under order of a court determined by
the Town Attorney to have competent jurisdiction or settlements of legal
claimswherethecstofcontnuintodefend against the claim exceeds

the settlement amount However such settlements are subject to the

approval thresholds set out in Section III by dollar amounts

8

9 1 1 Rneonoiernorrhtcr
pr

10
11 Rryeenvmontc fnnhornniornmcnoloniioe nrnn fnrnrfif

i r

12
13 CtieurvCtlfrYe6gnrorlhi hc TninA1Fnrnoi

14 Advertisina for procurements leaal notices recruitment of staff and

advertisements related to special events

15

prices beina paid for such aoods or services are reasonable and
competitive with the marketplace or that such contracts assure security or

continuity of service that is deemed essential or when services are

needed on a temporary basis and doesnot warrant the cost to ao throuah

a formal procurement effort

16 Use of temporary service providers toil1ems
tieasTewreastnarveem4eeeadsetor

independent contractors to fill vacant budaeted staff aositions provided

that funds are budaeted to cover these expenses

17 Payments made to nonprofit oraanizations authorized by the Town

Commission

lDfRI AnILIIT DI IRIJACC 1C1lCRC

I OaenBlanket Purchase Orders

Openblanket purchase orders may be issued by the Purchasing Administrator

only for recurring budgeted procurement of indefinite unspecified types

59

3022011



Purchasing Manual

quantities andor unit costs of goods or services from a specified vendor within

the current fiscal year on an as needed basis However individual

openblanket purchase orders for more than one tl1ousand dollars1000 nt

are subiect to therectuireda aor

documentation and threshold Also recurring budgeted procurements of similar

goods or services during each fiscal year shall be aggregated for the purpose of

applying the purchase approval requirements tabeve

J Real Estate Acauisition

The following land acquisition procedures shall be employed whenever id tSthe

Town seeks to acquire by purchase any real property

1 IPrior to initiating any negotiations for the acquisition of

any real property with the property owner TStheTown shall obtain a

written appraisal performed by a state certified real estate appraisers with

an MAI designation Two 2 appraisals are required when the value of

the first appraisal exceedstvcfve hundredffthousand dollars

2SAQ500000 when the Town seeks exemption from Florida Statute

119071 Appraisers selected to appraise real property pursuant to this

Section shall prior to contracting with thetTownfor appraisal services
submit an affidavit substantiating that the appraiser has no vested or

fiduciary interest in the property which is the subject ofthe appraisal

2 Appraisal reports offers and counteroffers are

confidential and exempt from the provisions of Florida Statute 119071
Public Records Law as provided in Section 166045 Florida Statutes

1991 as amended from time to time

3 No negotiations may be commenced or offer or counteroffer made by
tEauderdaleBThSea for the acquisition by purchase of real

property without prior authorization of the Town Commission

4 Upon commencement of negotiations TSLaudrdaleBTheSeashall

inform the property owner in writing that all agreements for the purchase
of real property are subject to approval by the Town Commission

5 Any agreement by theTown to purchase real property shall be

submitted to the Town Commission for approval at a public meeting after

60

3022011



Purchasing Manual

tlrtn910 days public notice Notice of the proposed purchase of
real property shall be published ca fat least tvso2
wonce in a newspaper of general circulation in BTSLauderdaleBv
TheSea

6 Evidence of marketable title in the form of title insurance or an abstract of

title with title opinion shall be provided toiSthe Town by the property
owner at the property owners expense not later than ten 10 calendar

days prior to the public hearing

7 In order to prevent the premature disclosure of TSLauderdaleByThe
Seas interest in acquiring a specific parcel of real estate the Town

Manager may expend up to thirty thousand dollars30000 on related

appraisals and environmental studiesaeta without Town Commission

approval
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V ASSET DISPOSAL

D IAICICATGn I IAIIAInACn ll7 ORAAInlA1GnDl1DCDTrV

A Confiscated Unclaimed or Abandoned Property

Unless Florida Statutes or grant agreements provide otherwise eg property
subject to Florida Statute 717 all confiscated unclaimed or abandoned

property coming into the possession ofETthe Tawn or any property other

than real property improved or unimproved owned byiITStheTownwhich has

become obsolete or which has become inadequate for the public purposes for

which it was intended shall be disposed of in whichever of the following ways is

determined by the Town Manager or designee to be in the best interest of

EsTSthe Town

Transfer to another l governmental or nonprofit
entitywith theavalof the Town Commission

2 Tradein on new property

3 Sale at a public auction conducted by
ttklelt
nrnrorlrcchnll hoiiorla aualified auctioneer

a Tbein tteevent of a physical public auction the Purchasing
Administrator r eartts
cft of shall establish procedures to

assure control of the property to be auctioned and provide an

accounting of the auction results

h Tho DrnhrinnAelminiernrurill nlininrnnnlfrnm n lifierl

auction date The advertisement may be made on the Lauderdale
BvTheSeaTown website through fivers or mailings or through a

newspaper advertisement or a combination of those methods The

value of the eauipment and property to auction shall be considered

in determining the extent and methods of advertising to be

employed
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hundred thousand dollars 500000 the Town shall obtain two 2

appraisals and the Town Commission shall set the sales price or the

minimum sales price

2 Public notice of the invitation to bid calling for bids for the purchase of the

subject real property shall be published once a week for at least two 2
weeks in a newspaper of general Broward County circulation

3 The contract for purchase shall be awarded to the highest bidder whose

bid meets the requirements and criteria set forth in the invitation to bid and

instructions to bidders unless the Town Commission rejects all bids

because they are too low

4 Bid security shall be required for all bids for the purchase of

TjLauderdaleBTheSeowned real property in an amount equal to

ten percent 10 of the highest appraisal value of the property

5 Disposal of the vE uvnowned EI Prado property is subject to the

restrictions contained in Section 72 of the Town Charter

w 66
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