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SECTION 1. LIST OF DEFINITIONS

A. Addendum
Awritten change to an Invitation t8idor Request foProposas duringthe solicitation process

B. Agreement:
1.  Anunderstanding, usually in writing, between two or more competent parties, under which one

party agrees to certain performance as defined in the agreement and the second party agrees to
compensation for the performarmcrendered in accordance with the conditions of the agreement.
Agreements and contracts are sometimes used synonymously

2.  Alegally binding promise, enforceable by law.

3. An agreement between parties with binding legal and moral force, usually exchangidg goo
services for money or other consideration.

C. Amendment:
Awritten modification to the terms of a contract.

D. AnnualBids:
Repetitive purchases where the cumulative amount of purchases during anyoh2h period is $0,000.00
or lessand unit price can beestablished.

E. Award:
An award on a Quote, QuotatiorBidor Proposafor which funds have lawfully been appropriated by the
Board of County Commissioners.

F. Bid
Formal written offer of a price by a vendor to the County to furnish specific goodaservices in
response to an Invitation tBid

G. BlanketPurchase Order
An agreement to purchase goods from a specific supplier over a defined period of time, up to a maximum

dollar amount. A blankgPurchase Ordegenerally includes established prices and other terms for a defined
period of time, although no quantities are specified. Shipments are to be made when and as required by the
purchaser, which, in certain cases, may be the end user.

H. Board:
The Board ofCounty Commissioners of Highlands County, a politicaligisimh of the State of Florida.

l. BoardChairperson
The County Commissioner elected by the Board to serve a€hiagrpersorof the Board of County

Commissioners.
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J.

Business Entity:
Any corporation, partnership, individual, sole proprietorship, joint stock company, joint venture or other

private incorporated or unincorporated legal entity.

County:
Highlands County, a political subdivision of the State of Florida.

County Administrator:
The County Administrator of Highlands County or his or her designee.

Change Order:
Aunilateral written order that is issued by the County directing @entractorto change contract amounts

or time within the scope of the contract and in accordance WitK S O2 y 4 N>} O Qa G4 SNxa |
changes by the County to be made without the consent ofGoatractor

Construction:
The process of constructing a building, structure, road, drainage facility or other improvements of any kind
or altering, rep#&ing, improving or demolishing any structure, building, or other improvements of any kind

Consultant Services:

Any narrow discipline wherein a known practitioner has, through education and experience, developed
expert advisory and performance skillsaagocation; any service performed primarily by vocational

personnel which requires the analysis or certification of a professional before the services are acceptable to
the user of the service or any other advisory, study or programming activity. Fputheses of these
procedures, the term Consultant Services does not include those services defined and prescribed under
Florida Statute 287.055.

Contract:
The same as Agreement, as defined herein.

Contractor.
Any business entity having a contract witlhetBoard of County Commissioners.

Days:
Calendar days.

Debarment:
The exclusion for cause of a vendor@ontractorfrom Bidding, submittingProposas or receiving a contract
to do business with the County.

DesigrBuild Firm:
Any partnershipcorporation or other legal entity that:

1. s certified undefFlorida Statute489.119 to engage in contracting through a certified or registered
generalContractoror a certified or registered buildingontractoras the qualifying agent; or
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u.

AA.

BB.

CC.

DD.

2. Is certified underFlorida Statute471.023 to practice or to offer to practice engineering; certified
underFlorida Statutet81.219 to practice or to offer to practice architecture; or certified uridlerida
Statute481.319 to practice or to offer to préice landscape architecture.

DesignBuild Professional:
Any individual, firm, partnership, corporation, association or other legal entity permitted by law to practice

architecture, landscape architecture, engineering or land surveying in the State d&Flori

DesignBuild Services:
Services provided pursuant to a single contract with a desigitd firm for design and construction.

Design Criteria Package
Concise, performanceriented drawings or specifications opablic construction project.

Designee:
Aduly authorized representative of a person.

Disadvantaged Business Enterprise (DBE): means-prfifit small business:

1. Thatis at least 51 percent owned by one or more individuals who are both socially and economically
disadvantaged or, in the case afcorporation, in which 51 percent of the stock is owned by one or
more such individual and

2. Whose management and daily business operations are controlled by one or more of the socially and
economically disadvantaged individuals who own it.

Emergency Puhases:

Procurement that is madén response to a requirement when the delay incident for complying with all
governing rules, regulations, and procedures would be detrimental to the health, safety, and welfare of the
County and/or its citizens and incleslimmediate repairs that are needed to prevent further damage to

public property, machinery or equipment.

Employee:
Aperson employed by the County who is drawing a salary or wages directly from the County.

Formal Written Quotation:
Arequest for goods or services for which the specifications or scope of work can reasonably be defined and

will not exceed $0,000.00

Goods:
Any tangible property other than real property.

Invitation to Bid (ITB):
The solicitation for competitive seadl Bids for goods and/or services for which the scope of work,

specifications or contractual terms and conditions can be reasonable and closely defined.

3
SECTION-LIST OF DEFINITIONS



EE.

FF.

GG.

HH.

JJ.

KK.

LL.

MM.

NN.

ltem:
Aseparate single unit, article, product, material or service.

May:
Denotes the permissive.

Must:
Denotes the imperative.

National Institute of Governmental Purchasing, Inc. (NIGP):
Anon-profit, educational and technicalssistance corporation of public purchasing agenciesaatiditiesat

the Federal, state and local levels of government.

Person:
Any business, individual, group of individuals, union, committee, club, organization, or entity private or

governmental.

Piggyback:
Form of intergovernmental cooperative purchasing in which an entity will be extended the pricing and other

termsof a contract entered into with another entity. Generally, a larger entity will competitively award a
contract that will include language allowing for other entities to utilize the contract which may be to their
advantage in terms of pricing, thereby gaigieconomies of scale that they normally would not receive if
they competed on their own.

Procurement:
Buying, purchasing, renting, leasing or otherwise acquiring any goods or services for public purposes in

accordance with the laws, rules, regulatioasd procedures intended to provide for the economic
expenditure of public funds. It includes, but is not limited to, all functions that pertain to obtaining any
supplies, materials, equipment and/or services including construction projects, as defired, reguired
by any department of County government regardless of the source of funds.

Professional Services:
Those services within the scope of the practice of architecture, professional engineering, landscape

architecture, or registered surveying and ppang, as defined by the laws of the State of Florida, or those
performed by any architect, professional engineer, landscape architect, or registered surveyor and mapper
in connection with his or her professional employment or practice, the acquisitiaich is pursuant to

Florida Statute 287.055.

Proposas:
An executed formal document submitted by an offeror to the County stating the good(s) and/or service(s)

offered to satisfy the need requestédthe Request foProposas or Request for Information.

Purchase:
The same as Procurement, as defined herein.
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0O0.

PP.

QQ.

RR.

SS.

TT.

Uu.

VV.

Purchasing Card dr-Card
An instrument used to purchase goods or services in accordance with established procedures.

Purchase Order

The County's document used to authorize a purchase transaction with a vendor. It should contain provisions
for construction, goods and/or services ordered, applicable terms as to payments, discounts, date of
performance and transportation, and other termslating to the transaction. Acceptance oParchase

Orderby a vendor shall constitute a contract.

Purchasing Manager
The person holding the position of Purchasing Manager for the Board.

Quotes:

Any verbal or written informal offer to the County byandor to furnish specific goods and/or services at a
stated price Quotes are authorized for purchases not to exceg@d®0.00

Request for Information (RFI):
This solicitation is only used to gather information from vendors who provide certain gosehaces.

Request forProposas (RFP):

A solicitation forProposas for goods and/or services for which the scope of work, specifications or
contractual termscannot reasonably be closely defined. EvaluatioRrofposas is based on stated criteria
and the RFP shall state the relative importance of all evaluation factors. Other factors magdidered as
stated in the RFP.

ResponsibleBidder, Proposer Quoter or Respondent:

Abusiness entityhat has submitted a QuotatioBid, Proposabr response, Wich has the capability, as
determined by the County, in all respects, to perform fully the contract requirements with the integrity and
reliability that give reasonable assurance of good faith and performance.

ResponsiveBidder, Proposer Quoter orRespondent:
Abusiness entity that has submitted a QuotatioBid, Proposabr response that conforms to all material
aspects of the solicitation, as determined by the County.

WW. Services:

XX.

YY.

The furnishing of labor, time and/or effort by professionalsGamtractors, wherein the submission of goods

or other specific end products other than reports, studies, plans, advisories, contractual documents or other
documents relating to the required performance is incidental or secondary. This term shall not include
employment agreements or collective bargaining agreements.

Shall:
Denotes the imperative.

Sole Source:
The only existing source of the only item that meets the needs of the user department/division as
determined by a reasonably thorough analysis of the kagplace.
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ZZ. Specifications:
Aconcise statement of a set of requirements to be satisfied by a product, material or process used in an

Invitation toBidor Request foProposas to describe the goods and/or services to be purchased or
otherwise acquired.

AAA.Susgnsion:
Temporary debarment for a period not to exceed two (2) years.

BBB.TermBids:
Repetitive purchases where the cumulative amount of purchases during ampfth period is $0,000.A
or more and unit prices can be established.

CCCUserDepartment/Division:
The department/division within the County government, which requests and utilizes goods and/or services
that are procured according to the Purchasing Manual.

DDD.Vendor:
An actual or potential provider of goods or services.

EEE.Vendor Database:
The compilatiorby category of goods and/or services of the names and addresses of those appropriate
providers of goods and/or services who have indicated an interests in doing business with the County.

FFF. Woman or Minority Owned Business Enterprise (W/MBE):
Afor-profit small business located in the United States:

1. that has been open for at least six (6) months; and

2. that, in the case o&d WBE,is & least 51 percent ownedperated and controlledoy one or more
women, each of whom is a U.S. Citizen or legsiblent alien; or

3. that, in the case of a MBE, is at least 51 percent owned, operated, and controlled by minority group
members, each of whom is a U.S. Citizen or legal resident alien being at least 25%di\aigrAsian
Pacific African AmericanHispanic, or Native American.

GGGWomen/Minority OwnedBusiness Enterprise Program:
Aprogram designed to give women and minorities the maximum feasible opportunity to participate in the
County's procurement process
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SECTION 2. INTRODUCTION

A. Centralized Purchasing
Acentralized purchasing operation provides a single purchasing service from wtdepaitment/divisiors
can benefit. The advantages of centralized purchasing include:

1. Avoidance of purchasing effort redundancy across departments.

2. Achievement of economigfirough volume purchases and standardization of purchasing processes.
3. Achievement of synergies through specification libraries and vendor relationships.

4. Centralization of purchasing records
5

Facilitation of budget monitoring and financial control.

B. Pumpose of the Purchasing Manual
¢ KS LIJzN1J2 &S 2F GKAA& t dzNIed: Firdt,\t Serveslay/tioglapproved sourog dil £ € 0
instruction on purchasing policies and procedures for the purchase, procurement, and acquisition of goods
and services, anthe disposition of property. Second, it serves as the official reference document on
purchasing questions and issues.

C. &ope of the Purchasing Manual
The policies and procedures contained within this Manual govern all purchases made on behalf of the Board,
as well as the disposition of property. This Manual has been developed within the guidelines of the Florida
Statutes and customized for the County. Any situation not covered by this Manual must be presented to the
Purchasing Manager, Business ServicesidireCounty Administrator or the Board, as appropriate.

D. Recommendations for the Purchasing Manual
Boad Employees are encouraged to make recommendations on sections of this Manual which, due to
changing conditions, may require revision. Employees aeeaicouraged to make recommendations on
new subjects not presently included in this Manual. Recommendations should be submitted through
appropriate organizational channels to the Purchasing Manager for review and consideration.

E. Applicable Laws, Higher Abbrity Requlations or Rules
Compliance with Highlands County Ordinances, Florida Statutes, the Florida Administrative Code, Federal
Procurement Regulations, Uniform Commercial Code, etc., when and where applicable, and compliance with
the strictest of therules that pertain, is made a specific requirement of all procedures covered in this Manual
even though they may not be stated specifically.

1. The Sunshine Law.

a. Florida's Governmern-the-Sunshine law provides a right of access to governmental
proceedingsat both the state and local levels. It applies to any gathering of two (2) or more
members of the same board to discuss some matter which will foreseeably come before that
board for action. There is also a constitutionally guaranteed right of accessalliril state
and local collegial public bodies are covered by the open meetings requirements with the
exception of the Judiciary and the State Legislature which has its own constitutional provision
relating to access.
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The Sunshine Law requires that: 18etings of boards or commissions be open to the public;
2) reasonable notice of such meetings be given; and 3) minutes of the meeting be taken.

The Sunshine Law applies to all discussions, deliberations, and formal actions taken by a board
or commission. fie Law, in essence, is applicable to any gathering, whether formal or casual,
of two (2) or more members of the same board or commission to discuss some matter on
which foreseeable action will be taken by the board or commission. There is no requirement
that a quorum be present for a meeting to be covered under the Law.

There are a limited number of exemptions which would allow a public agency to close a
meeting. These include, but are not limited tagetings of an agency negotiating team to
discuss negadition strategies or to negotiate with a vendor pursuant to a competitive
solicitation subject to certain statutory requirements, certain discussions with the county
attorney over pending litigationrand portions of collective bargaining sessions. In aolajti
specific portions of meetings of some agencies (usually state agencies) may be closed when
those agencies are making probable cause determinations or considering confidential
records.

Members of a public board or commission are not prohibited underSbashine Law from
meeting together socially, provided that matters which may come before the board or
commission are not discussed at such gatherings

All meetings of any board or commission of any state agency or authority or of any agency or
authority o any county, municipal corporation, or political subdivision, except as otherwise
provided in the Constitution, including meetings with or attended by any person elected to
such board or commission, but who has not yet taken office, at which officiaheet® be

taken are declared to be public meetings open to the public at all times, and no resolution,
rule or formal action shall be considered binding except as taken or made at such meeting.
The board or commission must provide reasonable notice sualh meetings.

Evaluation Committeenembers andadvisors are subject to the Sunshine Law. During the
evaluation process, th&valuationCommitteemembers shall not have any communication
regarding any aspects of the topic with each other, unless the imgetas publicly noticed

in accordance with the Law. ThHevaluationCommittee's staff is not subject to the Law;
however, the use of staff as intermediaries in order to avoid f@etace public meeting is
prohibited.

The PurchasinBivisionwill providetraining on the Sunshine Law to athgloyees who serve
on an Evaluation Committee.

8
SECTION-ANTRODUCTION



SECTION 3. AUTHORITY

This Manual has been adopted by the Board, which has authorized the policies and procedures contained
herein. This Manual supersedes all previous purchasinguala, policies, and procedures.

A. Revisions and Distribution

1. This Manual shall serve as a permanenttoyiR S I dzA RS (2 GKS . 21 NRQa&
procedures.

a. Appropriate revisions may be made to all Sections of this Maauttie discretion of tie
Board.

b. Sectiondl, 4,10,17, 18 19,20, 21, B, 29, 31, 33 and 3%ll Procedure subsections, attie
Appendices may be revised at the discretiontleé County Administrator, following legal
review.

2. This Manual and all future amendments will be distributed by the Purchasing Division to all
department/divisions operating under the Board.

3. ltisthe responsibility of the &artment Director to ensure that Eiployees involved in the purchasing
process fotheir department/division are familiar with the purchasing policies contained herein and
have access to the Manual.

4. 1 OdNNBylG 0218 2F GKS t dZNOKFaAAyY3I alyddt sAft o
| 2 dzy (& Qawwé.Schea.deil SY

B. Executive Administration
The purchasing policies and procedures shall be administered under a dual authority by the County

Administrator and the Clerk of Courts.

C. OperationalAdministration and Enforcement
Under the general gdance of the County Administrator, the Purchasing Manager, serving as the Purchasing
Agent and the Purchasing Division shall carry out and enforce the policies and procedures set forth in this
Manual.

D. PreAudit
Pursuant to Florida Statutes, tmesponsibility for preaudit is shared by the Board and the Clerk of Courts.

E. Violations
A violation of any of the policies or procedures in this Manual shall be grounds for disciplinary action in
FOO2NRIyOS 4AGK |1 ATKEIl YRE iongdzyieQa t SNaR2YyYy St wdz S
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SECTION 4. PURCHASING DIVISION

A. Purchasing Manager
The Purchasing Manager shall serve as the principal officer for the procurement and contracting of all goods
and services for the Board. The Purchasing Manager shall:

1. Direct the Purchasing Division, which ki@ the responsible division through which the County will
conduct all of its procurement and contracting for supplies, materials, equipment, contractual services,
professional services, consultant services, construction or any combination thereof.

2. Provie the establishment and promulgation of the Purchasing Manual.

3. Maintain a current vendor database for possible sources of supply for goods and services purchased
by the County and ensure the inclusion of every business which requests to be includegendoe
database.

4. Determine the method of selection for each type of procurement and administer the competitive
procurement process.

5.  Where possible, standardize contract clauses, terms and conditions, and documents.

6. Take necessary actions to encourage wamand minority businesses to participate in the
procurement process.

7. Upon request of any Constitutional Officer of the Coufitiministrator make the services provided
for herein available.

8. Oversee the Highlands County Purchasing Card and Fuel Card Program

9. Oversee the acquisition, sale, and lease of properties owned by the Board.
10. Prepare and submit the annual operating budget for the Purchasing Division.
11. Delegate authority to others, as may be required.

12. Perform other duties as directed by the Boardnmainagement.

B. Purchasing Division
The role of the Purchasing Divisiartd serve all departments andriployees under the Board and in some
cases the Constitutional Offices on purchasing matters and the disposal of real property. The Purchasing
Division shk

1. Develop purchasing objectives, programs, and operating procedures for the procurement and
contracting of all goods and services for the Board.

2. 100G ra GKS . 2FNRQa NBLNBaSyidalaAgdS 2y Ftt YOGS

3. Assemble specifications in cooptcm with the user department/division that are included in Formal
Written Quotations, Invitations t®id, Requests foProposat and Requests for Information.

4. Consolidate requisitions and purchases of like or common goods or services to obtain the maximum
economic benefit and cost savings and explore the possibilities of buying "in bulk” to take full
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advantage of quantity discounts. Such consolidation may include requirements of adsungjlenor
multiple divisions.

5.  Work with departmeng/divisions toestablish standardization of goods and services, where practical,
within a competitive environment.

6. Promote goodwill and public relations between the Board and its vendors. Encourage full and open
competition wherever possible. Assure vendors fair and tadple business dealings in accordance
with this Manual.

7. Keep informed of current developments in the field of purchasing, including but not limited to prices,
market conditions, and new products. Obtain for the Board the benefits of research conducted in t
field of purchasing by other governmental jurisdictions, national technical societies, organizations
aligned with the National Institute of Governmental Purchasing (NIGP), trade associations, private
businesses, and private organizations.

8. Maintain a curent vendor database to provide possible sources of supply for all goods and services
purchased by the Board.

9. Identify vendors who default on their contracts with the Board and recommend an action of
suspension or debarment to the Purchasing Manager.

10. AsKS RSaAA3IYII GSR NBLINBaSydalridiiaAgsS 2F GKS . 21 NRX K
the pre-audit of all requisitions to ensure compliance with this Manual and Florida Statutes.

11. Administer the Purchasing Card and Fuel Card Programs.

12. Adminiser the acquisition, sale, and lease of real property owned by the Board.

C. Vendor Relations

1. Correspondence with vendors should be through the Purchasing Division or as directed by the
Purchasing Manager. Where details involved make it advisable to delegdat®rity to the
department/division, the Purchasing Division may require that it receive copies of correspondence
between the vendor and the department/division.

2. Any quotations or specific information received from vendors relative to any item undedesatson
for purchase must not be divulged until afterRurchase Ordehas been issued, except when
regulations, laws or ordinances make such disclosures permissible or mandatory.

3.  Vendors must be afforded equal opportunities to provide quotes, quotatiBds, orProposas, so
that all vendors an compete on equal terms. N&idshopping" will be permitted; i.e., no one should
obtain pricing from a vendor and request any other vendor to meet or beat the disclosed price.

4. New sources of goods and servicesuwd be given due consideration because multiple sources are
necessary to ensure competition, continuity, and availability. The Board may buy from any vendor
who exhibits adequate financial strength, high ethical standards, a record of adhering tocsiecif
and keeping its shipping promises, and gives a full measure of service.

5. The Board will strive to maintain strong and enduring relationships with vendors of proven ability and
a desire to meet the County's needs. To accomplish this, purchasing activities will be conducted so
that all vendors will value the County's business arake every effort to furnish goods and services
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on the basis of the most economical quantity, suitable quality, timely delivery, adequate service, and
lowest possible price.

D. Vendor Database

The Purchasing Division will maintain a database of those manuéas, vendors, suppliers, agents, etc.,
who desire to be placed on a vendor list.

1.
2.
3.

E. Ethics

A vendor will be placed in the vendor database after completing the online vendor registration.
False representation on a vendor registration may subject the vendorsjeesision or debarment.

Only vendors in good standing will remain in the vendor database. Vendors who are suspended or
debarred will be removed from the vendor database.

The Purchasing Division adheres to the National Institute of Governmentdidimg (NIGP) Code of Ethics
as stated below:

|l

Seeks omaccepts a position as head (anployee) only when fully in accord with the professional
principles applicable thereto and when confident of possessing the qualifications to serve under
those principés to the advantage of the employing organization.

Believes in the dignity and worth of the service rendered by the organization, and the societal
responsibilities assumed as a trusted public servant.

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

Believes that personal aggrandizement or personal profit obtained through misuse of public or
personal elationships is dishonest and not tolerable.

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

Believes that members of the Institute and its staff should at no time, or under any circumstances,
accept directly or indirectly, gifts, gratuities, or other things of value from suppliers, which might
influence or appear to influence purchasing decisions

Keeps the governmental organization informed, through appropriate channels, on problems and
progress of applicable operations by emphasizing the importance of the facts.

Resists encroachment on control of personnel in order to preserve integrity mdesgional

manager.

Handles all personnel matters on a merit basis, and in compliance with applicable laws prohibiting
discrimination in employment on the basis of politics, religion, color, national origin, disability,
gender, age, pregnancy and othaofected characteristics.

Seeks or dispenses no personal favors. Handles each administrative problem objectively and
empathetically, without discrimination.

Subscribes to and supports the professional aims and objectives of-Ni@Rnstitute for Pulxdi
Procurement.
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SECTION 5. WOMEN/MINORITY BUSINESS ENTERPRISE (W/MBE)

A.

Policy
It shall be the policy of the Board that Women/Minority Business Enterprises (W/MBE) shall have maximum

feasible opportunity to participate in the procurement process.

Responsibility
ThePurchasing Division shall:
1. Ensure nondiscrimination in the procurement process.

2. Maintain a procurement environment in which W/MBE participants can compete fairly.

Designation

1. In order for a vendor to be designated as a W/MBE a valid W/MBE Certificationcine of the
following must be submitted:

a. Florida Minority Supplier Development Council
b. Women Business Enterprise National Council
c. The State of Florida Office of Supplier Diversity
d. Florida Department of Transportation

e. U.S. Small Business Administration

f. Federal Aviation Authority

2. False representation of any vendor as a W/MBE may subject the vendor to suspension or debarment.
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SECTION 6. LOCAL PREFERENCE

A.

Policy
It shall be the policy of the Board that entities located in Highlands County shall be given preferéce in

procurement process, unless otherwise prohibited or waived by the County Administrator.

Definition
The term Highlands County Entity means any business:

1. Having a physical location within the boundaries of Highlands County for at least twelve (12) months
immediately prior to the issuance of the request for QuoRisls orProposas by the County; and

2. Holding any business licenses required ey €ounty, and/orthe municipalitiesif applicable and

3. Employng at least one (1) full time Employee, or two) (2arttime Enployees whose primary
residence is in Highlands Caynor, if the business has nanployees, the business shall be at least
fifty (50) percent owned by one (1) or more persons whose primary residence is in Highlands County.

Notice
Any procuementfor purchase $50,00001 or moreby the County to which the provisions of tisction are

being applied shall contain a statement that a local preference will be used in the evaluation and award of
that purchase.

For County purchases $50,000.00 orlés§, A a (KS + Sy Redudstlochlbr@fedngedy 6 A f A
submitting a completed Local Preference Affidavit with its quotati@®PPENDIX D1

Preferencefor Quotes andn Bidding (ITB)s
The local preference policy shall be implemented in the following manner:

1.  When Formal Written Quotes (more than $7,500 and less tHed(@0.A) are received, and the
lowest price is offered by an entity located outside of Highlands Countyaamite is offered by a
Highlands County Entity, afitds within five (5) percent of the lowest price offered, then the Highlands
County Entity shall be given the opportunity to math lowest price offeredfthe Highlands County
Entity agreedo match the lowest price is reached, the Highlands CountytyEntil be awarded the
Quote if the Highlands County Entity is otherwise fully qualified and meets all Board requirements.

2. When sealedids are received that do not exceed $250,000.00 and the lowest price is offered by an
entity located outside of Highlals County, and price is offered by a Highlands County Entity, &ind
is within five (5) percent of the lowest price offered, then the Highlands County Entity shall be given
the opportunity tomatchthe lowest price offeredfithe Highlands County Entiagreesto match the
lowest price is reached, the Highlands County Entity will be awardeBithi€the Highlands County
Entity is otherwise fully qualified and meets all Board requirements.

3.  When sealedids are received that are more than $250,000.00 dwihot exceed $1,000,000.00, and
the lowest pricds offered by an entity located outside of Highlands County, apdce is offered by
a Highlands County Entity aridis within four (4) percent of the lowest price offered, then the
Highlands County Eity shall be given the opportunity tonatch the lowest price offeredf the
Highlands County Entity agremsmatch lowest price is reached, the Highlands County Entity will be
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F.

awarded theBid if the Highlands County Entity is otherwise fully qualified aneets all Board
requirements.

4. When sealedBids are received that are mottban $1,000,000.00 but do not exceed $2,000,000.00
and the lowest price is offered by an entity located outside of Highlands Countg,@aiug is offered
by a Highlands Countyntity and itis within three (3) of a percent of the lowest price offered, then
the Highlands County Entity shall be given the opportunity to mettehowest price offered.fithe
Highlands County Entity agreesnatch the lowest price is reached, thegHiands County Entity will
be awarded theBid if the Highlands County Entity is otherwise fully qualified and meets all Board
requirements.

5.  When sealedids are received that are more th&®,000,000.00and the lowest price is offered by
an entity locatecbutside of Highlands County, aagbrice is offered by a Highlands County Entity and
it is within two (2) of a percent of the lowest price offered, then the Highlands County Entity shall be
given the opportunity to match the lowest priadfered. F the Hghlands County Entity agre¢s
match the lowest price is reached, the Highlands County Entity will be award&idifiehe Highlands
County Entity is otherwise fully qualified and meets all Board requirements.

6. If more than one Highlands County Entitezrn the opportunity to match théowest price offered by
anentity located outside of Highlands Countlye Highlands County Entity with tmext lowest price
will begiven the opportunity to matclhe lowest price first, and then the second claspsce and so
on.

7. For all instances in 1 throughl 6 2 S 6KSNBX GKSNB NBE (g2 | A3IKT
originalpricesoffered aretied as the second lowesand they have both agreed to match the lowest
price offered, they will be given the oppaortity to submit a second sealed bid within a sevay
deadline which will be opened in a publicly noticed meeting.

Preference inProposat (Request foProposas)

For procurement in which a Request fairoposas is developed with evaluation criterialacal preference of
not more than five (5) percent of the total score will be assigned. The percentage that will be assigned for
local preference will be established prior to the issuance of the RequeBrdmosas and will be included in
the evaluationcriteria.

Affidavit of Certification

1.  Any vendor claiming to be a Highlands County Entity shall deliver a written affiBAENDIX Dio
the Purchasing Division. The affidavit shall certihat the business meets the definition of a
Highlands County Entity, shall provide all necessary information establishing thaarfdcshall be
signed under penalties of perjury.

2. ltis the responsibility of any vendor claiming to be a Highlands County Entity to include a copy of its
affidavit with its QuoteBidor Proposal

3. The Purchasing Division shall verify the accuracy ofkaaly affidavit when determining whether a
vendor meets the definition of a Highlands County Entity.
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G. Excepions to Local Preference Policy

1. The procurement preference set forth in this policy shall not apply to any of the following:

a.

Purchases or contractghich are funded, in whole or part, by assistance of any federal, state
or local agency that disallows local preference.

Purchases or contracts that are funded, in whole or part, by a governmental entity and the
laws, regulations or policies governing stiehding prohibit application of local preference.

Goods or services purchased under a cooperative purchasing agreement, state contract or
interlocal agreement.

[ 2YGNF OG& FT2NJ LINPFSaaArzyl f ASNIAOSAa>E LINE O
Competitive Negotiation Act (CCNA) or subject to any competitive consultant selection policy

or procedure adopted or utilized by the Board of County Commissioners.

Purchases made or contracts let under emergency situations or for litigation related legal
services.

2. Application of local preference to a particular purchase may be waived upon written justification to
and approwal by the County Administrator.

3. The local preference established in this policy does not prohibit or lessen the right of the Board of
County ©@mmissioners or Purchasing staff to compare quality or fithess for use of supplies, materials,
equipment, and services proposed for purchase and to compare qualifications, character,
responsibility, and fitness of all persons and entities submitting Qu&tes orProposas.

4. The local preference established in this policy does not prohibit the Board of County Commissioners
from giving any other preference permitted by law, in addition to the local preference authorized in
this policy.
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SECTION 7. W/MBE (WOMEN/MINORITY BUSINESS ENTERPREMH3DR
PREFERENCE

A. Policy
LG akKlftf 0SS GKS LRftAOe 2F (GKS . 2FNR GKIF{ z2after. 9Qa

local vendors were given preferenae)less otherwise prohibitedr waived by the Couy Administrator

B. Notice
Any procuremenfor purchase$50,00001 or moreby the County to which the provisions of tl8sction are

being applied shall contain a statement that a vendor preference will be used in the evaluation and award of
that purchase.

C2NJ / 2dzyG@ LIzZNOKI&aSa PpnInnndnn 2 NWMBEPiekredcdibyA & (K
submittinga copy of its certificate with itguotation.

C. Preferencefor Quotes and in Biddinginvitations to Bid)
The vendor preference policy shb# implemented in the following manner:

1.  When Formal Written Quotes (more than $7,500 and less tHed (0.0} are received, and the
lowest price is offered by a nemomen or noAaminority business enterprise located outside of
Highlands County, anithe next lowestprice is offered by a women or minority business enterprise
that is within five (5) percent of the lowest price offered, then the women or minority business
enterprise shall be given the opportunity to match the lowest price offetethe W/MBE Vendor
agreesto match the lowest price is reached, thNg/MBE Vendowill be awarded the Quote if the
W/MBE Vendoris otherwise fully qualified and meets all Board requirements.

2.  When sealedids are received that do not exceed $250,000.00 and the=t price is offered by a
non-women or honaminority business enterprise located outside of Highlands County ttandext
lowestprice is offered by a women or minority business enterprise that is within five (5) percent of
the lowest price offered, therthe women or minority business enterprise shall be given the
opportunity tomatch the lowest price offeredf the W/MBE Vendor agrees to match the lowest price
is reached, the W/MBE Vendor will be awarded the Quote if the W/MBE Vendor is otherwise fully
qualified and meets all Board requirements.

3.  When sealedids are received that are more than $250,000.00 but do not exceed $1,000,000.00 and
the lowest price is offered by a nemomen or nomminority business enterprise located outside of
Highlands Countygndthe next lowestprice is offered by a women or minority business enterprise
that is within four (4) percent of the lowest price offered, then the women or minority business
enterprise shall be given the opportunity to match the lowest price offetethe W/MBE Vendor
agrees to match the lowest price is reached, the W/MBE Vendor will be awarded the Quote if the
W/MBE Vendor is otherwise fully qualified and meets all Board requirements.

4. When sealedBids are received that are more than $1,000,000.00 éaitnot exceed $2,000,000.00
and the lowest price is offered by a newomen or nomminority business enterprise located outside
of Highlands County, arttle next lowestprice is offered by a women or minority business enterprise
that is within three (3) pearent of the lowest price offered, then the women or minority business
enterprise shall be given the opportunity to match the lowest poéered. If the W/MBE Vendor
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E.

F.

agrees to match the lowest price is reached, the W/MBE Vendor will be awarded the Qtiote i
W/MBE Vendor is otherwise fully qualified and meets all Board requirements.

When sealedids are received that are more than $2,000,000.00 and the lowest price is offered by a
non-women or nonaminority business enterprise located outside of Highla@dsinty, andhe next
lowestprice is offered by a women or minority business enterprise that is within two (2) percent of
the lowest price offered, then the women or minority business enterprise shall be given the
opportunity tomatch the lowest price offred.If the W/MBE Vendor agrees to match the lowest price

is reached, the W/MBE Vendor will be awarded the Quote if the W/MBE Vendor is otherwise fully
qualified and meets all Board requirements.

If more than oneN/MBE Vendoearn the opportunity to matchihe lowest price offered by non-
W/MBE Vendarthe W/MBE Vendowith the next lowest price will be given the opportunity to match
the lowest price first, and then the second closest price and so on.

For all instances in 1 through 6 above, where there tare W/MBE Vendorswhere ther original
prices offered ardied as the second lowest, and they have both agreed to match the lowest price
offered, they will be given the opportunity to submit a second sealed bid within a sgaydeadline,
which will be opened in a publicly noticed meeting.

Preference irProposas (Request foProposas)

For procurement in which a Request faroposas is developed with evaluation criteria, a W/MBE vendor
preference of not more than five (5) percent of the togafaluationscore will be assigned. The percentage
that will be assiged for W/MBE vendor preference will be established prior to the issuance of the Request
for Proposas and will be include in the evaluation criteria.

Certification

1.

Any vendor claiming to be a W/MBE shall deliver adequate certification to the Purgh2gision
(refer to Section Y.

It is the responsibility of any vendor claiming to be a W/MBE to include a copy of its certification with
its Quote,Bidor Proposal

The Purchasing Division shall verify the accuracy of any such certifications when detgmafiather
a vendor meets the definition of a W/MBE.

Exceptions to W/MBE Vendor Preferea®olicy

1.

The procurement preference set forth in this policy shall not apply to any of the following:

a. Purchases or contracts which are funded, in whole or part, bis@sice of any federal, state
or local agency, which disallows a W/MBE vendor preference.

b. Purchases or contracts which are funded, in whole or part, by a governmental entity and the
laws, regulations or policies governing such funding prohibit applicafisach preference.

c. Goods or services purchased under a cooperative purchasing agreement, state contract or
interlocal agreement.
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Competitive Negotiation Act (CCN#)subject to any competitive consultant selection policy
or procedure adopted or utilized by the Board of County Commissioners.

e. Purchases made or contracts let under emergency situation$or litigation related legal
services.

Application of the W/MBEendor preference to a particular purchase may be waived upon written
justification to and approal by the County Administrator.

The W/MBE vendor preference established in this policy does not prohibit or lessen the right of the
Board of County Commissiers or Purchasing staff to compare quality or fitness for use of supplies,
materials, equipment, and services proposed for purchase and to compare qualifications, character,
responsibility, and fitness of all persons and entities submitting Quatiels,orProposas.

The W/MBE vendor preference established in this policy does not prohibit the Board of County
Commissioners from giving any other preference permitted by law, in addition to the W/MBE vendor
preference authorized in this policy.

This policy imo way supersedes the Local Preference Policy.
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SECTION 8. STANDARDIZATION

A.

D.

Policy

It shall be the policy of the Board that standardization of equipment and supplies shall be permissible in
instances where it allows the Board to capitalize on purchasing economigzavides other benefits such
as maintenance efficiency, spare parts consolidation or interchangeability.

General

1.

Examples where standardization may be beneficial include, but are not limited to, information
technology equipment, telephone and radio equient, and firefighting equipment.

Standardization of materials, equipment or services shall not be used as a means to circumvent the
policies and procedures contained within this Manual.

Authority
The County Administrator has the authority to approve Rexsl for Standardization, following review and

recommendation by the Purchasing Manager.

Procedure

1.

To obtain approval for standardization of supplies or equipmerd rdguesting BpartmentDirector

must submit a Request for StandardizatigZdPENDIX Df the Purchasing Manager. The request
must include sufficient justification. Justification could be based on issues such as, but not limited to,
purchase econonas, safety considerations, training, and maintenance economies.

The Purchasing Manager will review and either reject or concur with the request.

Requests rejected by the Purchasing Manager will be returned to the requesting department/division
and normalprocurement procedures will be followed.

If the Purchasing Manager concurs with the request it will be forwarded to the County Administrator
for review.

Requests rejected by the County Administrator will be returned to the Purchasing Division and normal
procurement procedures will be followed.

Requests approved by the County Administrator will be returned to the Purchasing Division. Future
purchases for the approved supplies or equipment may be purchased in accordance with the adopted
standard specificadns. The standard specification(s) shall be used to obtain QueitdssprProposas,

as appropriate.
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SECTION 9. SOLE SOURCE PURCHASES

A. Policy
It shall be the policy of the Board that sole sources purchases shall be permissible in instances where the

conditions anctircumstances necessitate the need for a particular product or service, which is available
from only one vendar

B. General

1. Purchases of goods or services from a sole source are exempt from competitive procurement
requirements upon approval of a Sole Sourtechase RequesAPPENDIX 03

2. Sole source purchases may be requested when any of the following apply:

a. Only one product or service will produceetldesired results and that product or service is
available from only one vendor.

b. The product or service is a component, repair, replacement part, or service on or for existing
equipment for which no commercially available substitute exists and the pramusdrvices
can only be purchased from the manufacturer or its sole distributor.

c. Additional unanticipated goods or services are needed to complete an ongoing task.

3.  Arequest for a proprietary item does not justify sole source procurement if there is thareone
potential vendor (e.g. multiple distributors) for the item sought.

C. Authority
The Purchasing Manager has the authority to approve Sole Source Purchase Requests.

D. Market Research
The Purchasing Division will also attempt to contact the manufacturer of the product to identify vendors that

can supply the product.

1. If there are no submittals received and no other vendors were located by the Purchasing Division, the
Purchasing Managenay authorize the sole source purchase.

2. If submittals are received, the Purchasing Manager and user department/division will review them. If
after review the decision is made that no submittals meet the specified requirements, the Purchasing
Manager may prceed with the sole source purchase. If it is found that the information submitted
indicates that the product or service being requested can be provided by other vendors an Invitation
to Bidor Request foProposas will be issued.

E. Notice of Intent to Sod Source

1. A Notice of Intent to Sole Source (Noticjall be issued when it is not known after reasonable
investigation whether a product or service is available only from a sole sdorgaurchases with an
estimated cost of $0,000.01or greatet

2. Noticemay be issued when it is not known after reasonable investigation whether a product or service
is available only from a sole source, for purchases with an esfradst of $0,000.000r less
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to sole source. The Notice shall list all requirements, specifications, and any other conditions that
must be met. The Notice shall also state that any vendor wishing to provide information to the County

indicating that it can provide that product or service must do so by the date and time specified in the
Notice.
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SECTION 10. COOPERATIVE PURCHASING PROGRAMS

A.

C.

Policy

It shall be the policy of the Board that the County participates in cooperative purchasing programs that are
foundto provide cost savings to the County through economies of scale and reduction of administrative

costs.

JointBidding

1.

Definition

Joint Bidding is a form of intergovernmental cooperative purchasing in which two (2) or more
governmental entities agree on specifications and contract terms and conditions for a given item of
common usage and combine their requirements for this item in a singl&ation to Bidor Request

for Proposat. Once submittals have been received and discussed by the participating entities, each
will administer their procurement process.

Authority
The Business Services Director shall have the authority to join with otvermgmental entities in

joint Bidding ventures when the best interests of the County will be served.
Procedures

The following procedures apply to JoBidding ventures:

a. A Lead Agency shall be designated to prepare and issue the Invitati®id o Request for
Proposas on behalf of the participating entities.

b. The Lead Agency shall survey the participating entities for their requirements and prepare the
specifications for theBid or Proposaland a list of vendors for review by the participating
entities.

c. The Lead Agency shall solicit, receive, open, and tabulatBitheorProposat.

d. Responses shall be evaluated based upon the specifications and criteria set forth in the
Invitation to Bid and Bids received or Request f&troposas andProposad received, and a
recommendation shall be made with respect to award.

e. Each participating entity shall be responsible for issuing its Bunchase Ordeand making
its own payments.

f.  Any preaward disputes related to the specifications Bid/ Proposalprocess shall be the
responsibility of the Lead Agency.

g. Any disputes that arise after award, between a participating entity and the vendor, shall be
resolved by that entity and the vendor. This does not preclude participating entities from
working together to esolve a common dispute.

Piggybacking

1.

Definition
Piggybacking is a form of intergovernmental cooperative purchasing in which a public purchaser
requests competitive sealeBids or Proposat, awards and enters into a contract, and arranges as
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part of the contract for other public entities to purchase from the selected vendor under the
contracted terms and conditions.

Procedures
The following procedures apply when piggybacking:

a. The vendor mushgreeto extend the same terms and conditions of the contradiie County
in writing to allow the County to piggyback on tB&l, Proposabr contract. The County may
opt to utilize theBid, Proposabr contract if in its best interests. Purchases cannot be made
against a contract that has expired.

b. The Purchasing ildsion must obtain the following documentation from the agency that
issued the Invitation t@id, Request foProposad, or other solicitation:

() A complete copy of the solicitation;
@ ! O2YLX SGS O2Lk 2F GKS 4 NRSR @SyYyR2NDa
(i) Acopy of the award letter/memo/agenda item to the awarded vendor; and

(iv) The contract if any, between the agency and the vendor, including all exhibits,
attachments, addenda, and amendments.

c. The requesting department/division must document, in writing, tttz¢ goods or services
needed are within the scope of the original solicitation and contract, that the scope meets
(KS NBljdSadAy3d RSLINIYSYyGkRAGAZA2Y QA ySSRa
reasonable.

d. The Purchasing Division will review ttlf dzZSa G Ay 3 RSLI NI YSYy Gk RADA A

e. AnyPurchase Ordek 8 3 dzSR &Kl ff NBFSNBYOS (iBidRebhuast NRA Y
for Proposad or other solicitation and contract number.

f. The purchase of goods or services will not needdg@pproved by the Board if no contract is
needed between the County and the vendor. If a contract between the County and the
vendor is needed, a contract must be prepared and approwefer to Section 15 for
signature authority. That decision willb& F RS 6& (GKS t dzNOKF aAy3a al
Legal Department.

D. State of Florida Contracts

1.

If the Purchasing Division or requesting department/division identifies an existing State Contract that
would meet the needs of the requesting department/division, that contract may be used in lieu of
conducting a procurement.

A review of the terms and cdlitions of the State Contract shall be performed by the requesting
department/division to determine if the contract will meet the needs of the requesting
department/division and is in the best interests of the County. The requesting department/division is
NEIljdZANBR (2 FRYAYAAGSNI GKS O2yGNI OG Ay | 002 NRI

It is not necessary to request approval by the Board to make purchadesrbliase Ordepursuant
to the State Contract.
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a. The Purchasing Division must olstahe following documentation from the agency that
issued the Invitation to Bid, Request for Proposals, or other solicitation:

() A complete copy of the solicitation;
@ ! O2YLX SGS O2Lk 2F GKS 4 NRSR @SyYyR2NDa
(i) A copy of the awartetter/memo/agenda item to the awarded vendor; and

(iv) The contract if any, between the agency and the vendor, including all exhibits,
attachments, addenda, and amendments.

b. The requesting department/division must document, in writing, that the goods or csvi
needed are within the scope of the original solicitation and contract, that the scope meets
(KS NBljdSadAyd RSLI NIYSYGkRAGAAAZ2Y QA ySSRa
reasonable.

c. The Purchasing Division will review the requesting depaytiiek RA @A aA 2y Q& ¢ NA

d !'ye& t dNOKFaS hNRSN) AaadzsSR akKhkft NBEFSNBYyOS
for Proposals or other solicitation and contract number.

e. The purchase of goods or services will not need to be approvedebBdhard if no contract is
needed between the County and the vendor. If a contract between the County and the
vendor is needed, a contract must be prepared and approv&efer to Section 15 for

signature authority That decision will be made by the Puréhay 3 al y I 3SNJ 2 NJ |
Legal Department.

E. Purchasing Cooperatives

1. The County is authorized to use any purchasing Cooperatives including, but not limited to:
US Communities

Ct2NARF {KSNAFTTQAa !'3a20AF(A2Y

o o

c. National Association of State Procurement Offci®NASPO) Value Point
d. National Joint Powers Alliance (NJPA)

e. National Intergovernmental Purchasing Alliance (National IPA)

f. National Cooperative Purchasing Alliance NCPA

g. HoustonGalveston Area Council{BAC)

2. ltis not necessary to request approval by tBoard. Participation with a purchasing Cooperative is
subject to the requesting department/division and Purchasing Division determination that use of a
specific contract is in the best interest of the County and that any requirements of the Cooperatives
have been met.
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The Purchasing Division must obtain the following documentation from the agency that
issued the Invitation to Bid, Request for Proposals, or other solicitation:

(i) A complete copy of the solicitation;
@ ! O2YLX SGS O02Lk 2F GKS 46 NRSR OSyYyR2NDa
(i) A copy of the award letter/memo/agenda item to the awarded vendor; and

(iv) The contract if any, between the agency and the vendor, including all exhibits,
attachments, addenda, and amendntsn

The requesting department/division must document, in writing, that the goods or services
needed are within the scope of the original solicitation and contract, that the scope meets
GKS NBIljdzSadAy3a RSLI NIYSyidkRA QDA arhs2ayelar andS SR &
reasonable.

¢KS t dzZNOKI aAy3a 5AQ0AaA2Y gAff NBOASS (GKS NBJ
l'ye t dzZNOKF&S hNRSNJ AdadzSR akKlkff NBFSNByOS
for Proposals or other solicitaticemd contract number.

The purchase of goods or services will not need to be approved by the Board if no contract is
needed between the County and the vendor. If a contract between the County and the
vendor is needed, a contract must be prepared and appdovRefer to Section 15 for
signature authority¢ K & RSOA&AA2Y gAff 06S YIRS o0& (KS
Legal Department.
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SECTION 11. BUYING RECYCLED

A.

Policy

It shall be the policy of the Board to encourage and promote the use of regyaddcts and materials,
when and where permissible.

General

The County's participation in the promotion of recycling programs can help reduce the volume of material
entering the waste stream, thereby extending landfill life expectancy and reducing infthgi costs. For
recycling programs to be effective, markets must be developed for products that incorporateqresimer
materials in their manufacture, are reusable or are designed to be recycled.

1.

Where possible, specifications should incorporate tlse of recycled materials, reusable products,
and products designed to be recycled.

Should specifications exclude the use of recycled products or require the use of virgin material and
products exist with recycled content, the exclusion or requirement shdel eliminated unless the

user department/division can demonstrate that recycled products will not achieve a necessary
performance standard.

Any person or vendor who can demonstrate that a particular product or material with recycled
content may be benefially used instead of another product may request the Purchasing Manager to
evaluate that product or material. If that product or material is found to be beneficial, the
specifications of that product or material may be incorporated into future Invitatiom Bid or
Requests foProposas.

Recycled products may be purchased as long as the additional cost of the recycled product does not
exceed the cost of the nerecycled product by more than tw@) percent.
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SECTION 12. BUYING USED OR FROM AUCTION

A. Policy

It shall ke the policy of the Board that the purchase of used vehicles or equipment is permissible when it is in
the best interests of the County. It shall further be the policy of the Board that the purchase of new or used
vehicles or equipment at auction is pessible when it is in the best interests of the County.

B. Authority

1.

The Purchasing Manager has the authority to approve Requests for Purchase of Used or From Auction
up to $0,000.00.

2. Upon recommendation of the Purchasing Manager, the County Administra®ithe authority to
approve Requests for Purchase of Used or From Auction, up to $250,000.00.

3. Upon recommendation of the Purchasing Manager and the County Administrator, the Board must
approve requests for Purchase of Used or From Auction, above $2Z60000

C. General

1. The purchase of used vehicles and equipment is not required to be competitive if the requesting
department/division establishes to the satisfaction of the approving Authority that the price is fair
and reasonable and that considering the agendition, and price of the used vehicle or equipment
and its intended use by the County, it is in the best interests of the County to purchase that used
vehicle or equipment.

2. No vehicle or equipment shall be purchased at auction unless the aucti@néajly and widely

advertised in advance to the public and open to all appropiiitiEers.

D. Procedure

1.

All requests for purchases of used or auctioned vehicles or equipment must be submitted on the
Request for Purchase of Used lerom Auction FornrfAPPENDIX D4nd supported by a written
explanation demonstrating the advantage of the purchase consistent with the General section of this
Policy.

The Purchasing Manager will review all requests. The approval process will follow the established
approvalAuthority describedabove

Rejected requests will be returned to the requesting department/division and normal procurement
procedures will be folwed.

Approved requests will be returned to the Purchasing Division and the effort to purchase will be

initiated, consistent with this Policy.
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SECTION 13. EMERGENCY PURCHASES

A. Policy

It is the policy of the Board thahaemergency purchase is to be initiated onlgen unexpected
circumstances occur that dictate immediate action in order to avoid conditions that would negatively impact
public health or safety or to prevent damage to public property.

B. General

1. When emergency purchases are made, the requestemartment/division should make the purchase
at the best possible price.

2. Atrue emergency may occur as a result of parts and labor needed for repairs to vehicles or equipment
that must be kept in operating order. Emergencies are also created through eveggigind are to be
avoided. Failure to anticipate normal needs or project deadlines or a desire to expend excess or
remaining budgeted funds prior to yeand does not constitute an emergency.

3.

Emergency purchases may be costly and should be kept to anormi They are usually made
hurriedly, on a noncompetitive basis, and at top prices. Most vendors charge a premium when
supplies must be obtained immediately.

C. Level 1 Emergency

1.

An unforeseen situation in which there is a breakdown in County service arglithan urgent need
to restore that service in order to avoid serious and adverse consequences affecting the life, health,

welfare or property of the citizens of Highlands County;
or

An unforeseen situation in which urgent measures need to be takendaahe possibility of risk of
serious and adverse consequences affecting the life, health, welfare, property, or financial assets of
Highlands County.

Lack of planning should not be the reason for having to declare a Level 1 Emergency.

D. Level 2 Emergency

When the Board has made a formal Declaration of Emergency, the purchasing policies and procedures are
waived as set forth in the Declaration, allowing purchases that are applicable to the declared emergency to
be made as expediently as necessary.

E. Procedue

1.

Level 1 Emergency

a. Inanemergency situation the County Administrator or Purchasing Manager may authorize an
emergency purchase and waive any purchasing requirements.

b. Ifthe emergency occurs during normal business hours, the department/division mustattem
to obtain appropriate authorization for the purchase by notifying the County Administrator
and the Purchasing Division and submitting a requisition through normal procedures.
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c. If the emergency occurs at night or on weekends or holidaysPapartment Director may
initiate independent action after attempting to contact the County Administrator and
Purchasing Manager. On the first working day after an emergency purchase has been made,
the department/division must follow up with the preparation and subritasf a requisition,
with a written explanation of the circumstances calling for the emergency actions.

d. The fact that the purchase was an emergency purchase should be noted on the requisition in
the "date needed" section. Upon receipt of the requisitidhe Purchasing Division will
process it for &2urchase Order

Level 2 Emergency
The purchasing policies and procedures are waived for allowing purchases that are applicable to the

declared emergency to be made as expediently as necessary.
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SECTION 14. EPROCUREMENT

A. Policy
It shall be the policy of the Board thaipeocurement shall be permissible in instances where purchasing

efficiencies can be identifieahd are $50,000 or less

B. General

1. The availability of goods through the Internet has increased significanglytbe last few years and
vendors with whom the County is currently doing business make ordering and payment available
online.

2. The Board intends to procure all goods and services at the best price, while treating all vendors fairly
with an equalopportunity to do business with the County. In some cases, this can be accomplished
through eprocurement.

3. Eprocurement of goods, equipment or services shall not be used as a means to circumvent the
purchasing policies or procedures contained within enual.

4. . ARRAY T AYS AhdpOiA2yaé Aad LINPKAOAGSRET dzyf $&4& | LI

C. Procedure

1. If the user department/division finds an item that can be purchased on the Internet and the purchase
is within the PurchasingCard threshold ($0.0 - $999.99), the purchase may be made using the
PurchasingCard as a method of payment. Refer to Section 20 of this ManudfarhasingCard
procedures.

2. Ifthe amount of the purchase exceeds tRAgrchasingCard limit, but is within théPurchasindivisons
threshold ($0.01$14,999.99 and quote procedures have been followed, the user
department/division can contact the Purchasing Division and request that the purchase be made
through the Internet byPurchasing staff(APPENDIX 27

3. All purchasebetween$14,999.9%nd $50,0000require approvaby the County Administrator.

31
SECTION }&=PROCUREMENT



SECTION 15. SIGNATURE AUTHORITY

A.

Signature Authorityc Requisitions
All DepartmentDirectors have the authority to approve requisitions. Additionallys the responsiltity of
each Department Pector to authorize Eployees in their departments/divisions to approve requisitions, as

needed.

1. Review by: athorized Employee
2. Sign by: athorized Employee
3. By submittinga requisition, the authorizedriployee confirms:
a. That funds are available in the designated cost center;
b. The purchase is authorized for all items listed on the requisition; and

c. The Head of the Division or Department which aslume any maintenance responsibility as
a result of the agreement (if applicable) reviewed and approved the purchase.

Signature authority and review requirementsPurchase Ordey

a. Review by: Members of Purchasing Staff

b. Signed by: Purchasing Manager esijnee when applicable

Signature authority and review requirementsChange orders té?urchase Order

a. Review by: Members of Purchasing Staff

b. Signed by: Purchasing Manager or designee when applicable

Siqn:o\ture authority and review requirements §upportirq docurpentgtion toPgrchase Orqler )

¢KS t dzZNOKFaAy3 alyl3aSNI KIa 0KS |dziK2NAGe G2 aAdy
direct Purchase Ordar Additionally, the Purchasing Manager shall have the authority to accept quotes, if
requested bythe Vendor, assuming that all requirements to create Ehechase Ordegire met.

Signature authority and review requirements Change orders to contracts
Review and sign by: County Administrator, OMB Manager, and the Purchasing Manager

Signature authoriy and review requirementg Contracts (excluding interlocal agreements)
When determining the threshold amount, the entire contract value must be considered. (For example, if the
annual price for ongoing services is $20,000.00, and the contract term &% ylee contract is considered

as a $100,000.00 contract)
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G.

H.

Coordinator

$7,500.000R $7,500.01- $50,000.0 OR
THRESHOLD: LESS $50,000.00 MORE
Board None None Execute
County Administrator None Execute Review
County Attorney Review Review Review
Department Director Execute Review Review
OMB Manager Review Review Review
Purchasing Manager Execute Review Review
Risk Management Review Review Review

Signature authority and review requirements Interlocal agreements

THRESHOLD: ANYAMOUNT
l
Board Execute
County Administrator Review
County Attorney Review
Department Director Review
OMB Manager Review
Purchasing Manager Review
RiskManagement Coordinator Review

Signature authority and review requirements Contract extensions

Unless otherwise specified in the original contract, the executor of the original contract shall have the

authority to extend the contract, as long as the extension is allowed in the original contract.
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SECTION 16. GENERAL PURCHASING PROCESS

A. GeneralProcedures

The following procedures shall govern the procurement of goods and services and the letting of any contract
on any vertical or horizontal construction for the Board.

1.

All purchases will be made through and by the Purchasing Division, excefhieasise provided in
this Manual or exempt by ordinance, resolution or other Board action.

It is unlawfu for a Board Officer orrployee to order the purchase of any goods or services or make
any contract, other than through the Purchasing Division, eithprior written authorizationof the

Board or as specifically delegated herein. Ahychase Ordeor contract made contrary to this
restriction and the provisions of this Purchasing Manual shall not be approved and the Board shall not
be bound thereby.

No contract, purchase or group of requisitions shall be subdivided to avoid the competitive
procurement requirements contained herein.

Acceptance of gifts or gratuities, other than advertising novelties of nominaleyas strictly
prohibited. No Enployee shall become obligated to any vendor and shall not conclude any Board
transaction from which they may personally benefit.

No Enployee of the Board shall ogate the Board when or if thatniployee may derive income or
benefit, other than those provideds remuneration from the Board for their employment.

No Enployee acting in their official capacity as a procurement agent shall either directly or indirectly
purchase, rent or lease any realty, goods or services for the Board frgruminess entity of wibh

the Employee orthe ELJ 28 SSQ&a &LJ2dzaS 2NJ OKAftR Aa +Fy 2FFA
which the Employee, ormiployee's spouse or child, or any combination of them, has a material
interest.

No Enployee of the Board of County Commissionarsheir family may receive any benefit or profit
from any contract or purchase made by or on behalf of the Board of County Commissioners unless
the berefit is available to all Boarchiployees or families

B. Regquisitions

1.

Authority

Authorizationto accesktS / 2dzy 1@ Q& 2yt Ay S NI dis Briplidyeesy & a i S
approved by their Departmentifctor, following review by the Purchasing Manager. A Request for
Authorization to Access Online Redtiis and ApprovalAPPENDIX Dkust be completed in order

to be granted access to perform this process.

a. The requisition Purchase Ordgprocess includes two J2evels of review and approval:

()  Approved Rauisitioner for the Department/i¥ision
Responsible for ensuring that sufficient funds exist within the cost center, account,
and project (if applicable) and for ensuring that the appropriate procurement
method has been followed and that all required dowentation is obtained and
attached to the requisition.
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b.

(i) Purchasgig Division Review and Approval
Resposible for reviewingequisitions to ensure that they angroperly codedand
procured in accordance with purchasing procedures.

Purchase$or more than $1000.00initiated by the Purchasing Division include an additional
level of review and approval by the Business Services Director.

2. Purpose
The requisition serves to inform the Purchasing Division of the needs of the user

department/division and to correctlglefine the goods or services requested. In addition, the
authorized requisition signifies authority to charge a specific fund, cost center, account number,
and project, when applicable, and verification that there are sufficient funds available in the

acount specified. This process, which includes the requisitioner, also authorizes payment when the
goods or services are properly received.

3. Purchasing Division Responsibilities

a.

d.

To provide training to approvequisitionerson the proper procedures to requimn goods
and services.

To review, preaudit, and reject, prior to processing, any requisitions that are:
(i) Incomplete or inaccurate
(i)  Unauthorized or
(iii) In violation of Board policy

To process all requisitions in accordance with the purchasing policiespeotgdures
contained herein, with the least possible delay.

To ensure that minimum insurance requirements have been met.

4. User Depament/Division Responsibilities

a.

To identify anticipated requirements in advance, keep the Purchasing Division advised of any
abnormal demands, and involve the Purchasing Division at the time needs can be defined.

To write a clear and accurate description of goods or services to be purchased and the
purpose for which they are intended; prepare generic specifications for itemgdlaire a
technical or engineering background; send specifications to the Purchasing Division on a disk,
thumb drive or via email with the documents attached; and submit documents to the
Purchasing Division using Microsoft Word.

To advise the Purchasimyvision of any known appropriate vendors.

To verify that funds are available and that requisitions are properly coded to the fund, cost
center, account number, and project, when applicable. If the account number is incorrect, the
Purchasing Division mayodify or reject the requisition.

¢2 SYGSNINBldAaAGA2Yya AY GKS . 2FNRQA 2yf Ay S
time for the Purchasing Division to place the order and for the vendor to deliver.

To complete and submit an Acquisitiongposition Report to the Purchasing Division fordixe
asset requisitiongAPPENDIX D6
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5.

g. To completely fill in the stock number and description of the item(s) on the warehouse
requisitions. If items are not available in the warehouse, the requisition will be returned to
the requesting department/division.

h. To cooperate with the Purchasing Bien by reporting vendor complaints, in writing.

Process

a. A Request for Authorization to Access Online Retjoin and ApprovalAPPENDIX DEust
be completed in aler that have access to enter or approve online requisitions.

b. If not obtained by the requestor when Quotes are required, Quotes shall be obtained by the
Purchasing Division.

c. Requisitions should be prepared far enough in advance to permit the Purchasisigpmto
obtain competitive prices and to allow sufficient time for deliveries to be made. Outside
purchases and warehouse items must be requested on separate requisitions.

d. If funding is not available, a requisition cannot be completed until a budget dment is
approved by the Board or County Administrator, where applicable.

e. Under the Board's online requisition system, the approval process for requisitions is handled

electronically. Prior to being converted toPairchase Orderall requestsare revieved and
approved by Purchasing Staff. Requisitions over $1,000.00 that are entered by Purchasing
Staff must be approved bythe Business Services Director, or designee, prior to being
converted to a Purchase Order

Requisitions created for Board approved contracts will be convertdeutachase Orderfor
accounting purposes after the contract has been approval by the Board?drcbase Order
shall reference the approved and executed contract by contract number.

C. Puchase Ordes

1.

Purpose
APurchase Ordeauthorizes a vendor to ship goods or perform services and subsequently invoice

the Board for the stated amount of threurchase Order Sanple Purchase OrdefAPPENDIX D7

When Issued
A computer generate®urchase Ordewill be issued:

a. Upon receipt of a properly authorized requisition.
b.  After receipt of QuotesBids orProposad.
c. After receipt of propeinsurance, when applicable.
d. After Board approval or contract execution, when applicable.
Who issues
a. Only the Purchasing Divisi@authorized to issu€urchase Ordar
b. The Purchasing Division will issuPwchase Ordefor all properly authorized and exuted

contracts that have been generated from the procurement process, referencing the executed
contract number.
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4.

C.

The requesting department/division shall place the order with the respective vendor only if
thePurchase OrdeB ELINB & af & &l @3& A@5S 2N VKERdE S ¢ ©

Changes t®urchase Order(Change Orders)

a.

If a change to &urchase Ordes required, the requesting department/division must contact
the Purchasing Division and request the change. The requested changes are processed by
noting themon the originaPurchase Ordesind submitting it to the Purchasing Division.

Change orders shall not be used to circumvent any purchasing procedures by issuing a
Purchase Ordefior an amount below a certain threshold, then request (an) additive change
order(s).

Types of change orders / descriptions (changes are not limited to the types described below)

() Emergency Change Orders
Those changes which were not detectable prior to implementation of the work and
require immediate attention in order to prevent costly delays and/or a threat to
public safety and welfare. If the amount exceeds Bidthreshold, the work should
be performel to correct the problem, together with an update to the Board at its
next scheduled meeting.

(i)  Unit Modifications
Are limited to those item(s) for which a unit price was included in the origiithl
and contract.

(i) Value Change Orders
Specifically relate toypes of materials used, methods of construction, and/or

design that will generate a performance enhancement or cost advantage or address
circumstances or conditions were not detected prior to the implementation of the
work.

(iv) Corrections to clerical or teckoal errors.

(v) Corrections to account numbers, within budget guidelines.
(vi) Vendor change, where no payments have been made.
(vii) Change to price, quantity, or unit of measure.

The Purchasing Division shall have the authority to accept or reject proposed changes where
it affects any outside vendor or purchasing transaction that has already been agreed upon.

Any disputes will be referred to the County Administrator.

Change Ordexfor ConstructiorProjects

() Deductive change orders that do not change the Board approved outcome and
additive change orderor unit modificationsthat do not exceed thdid threshold
FYR INB gAUGKAY (KS LINR2SOGQa sumRitkdhy> YI
the Project Manager, in writing, to the Purchasing Manageproval is required by
the Purchasing Manager, the County Engineer, and the County Administfater.
Project Manager may NQE the approving authority APPENDIX D9

37
SECTION }65ENERAL PURCHASING PROCESS



(i) Dedwtive change orders that dohange the Board approved outcome and additive
change orders, or unit modificationshat do exceed theBid threshold and arg Q (i
within the proS O Q& reqiiRe BBaiid>approval. The Project Manager shall
prepare an agenda item, and request approval from the Board.

(i) Increases or decreases in contract completion time resulting from approved change
orders shall be documented and included as pédithe change.

(iv) A change order shall not be divided up into smaller change orders to avoid Board
approval requirement.

5. Cancellation oPurchase Order
When a requesting department/division determines tha®archase Ordeneeds to be cancelled, a
final Purchase Ordeshall be submitted to the Purchasing Department with a statement indicating
the reason for cancellation. The requesting department/division shall notify the vendor of the
cancellation.

6. Exceptions and ExclusiottsPurchase OrdeRequiremensg

Purchasingcard purchases

o o

Utilities (water, sewer, and electric)

c Landline telephone service

d. Travel reimbursements

e. Reimbursable Interdepartmental Purchases
f. Payment on Interlocal Agreements

g. Invoices from other Constitutional Offices

7. Terms and Conditions
The Terms and ConditionSAPPENDIX D8f Purchase Ordarshall be available to review and print
2y (KS |/ 2dzy i &Rukhase ®aléHaliiréfebence the lidkto the document and shalll
include the following statement:

4¢19 ¢9wa{ !b5 /hb5L¢Lhb{ 5h/ IMAIRURONWRITTEN ' L[ !
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D. Payment Procedures

1. Prompt Payment Policy

a. Purpose
The Highlands County Board @bunty Commissioners ("Board") reaffirms its commitment
to ensuring that vendors an@ontractos who provide goods and/or services requisitioned
by the Board and its mEployees for Highlands County, a political subdivision of the State of
Florida("County") receive payment for such goods and/or servicea timely basis pursuant
to this Prompt Payment Policy and the Local Government Prompt Payment Act, Part VII of
Chapter 218,Florida Statutes ("Local Government Prompt Payment Act"). This Prompt
Payment Plicy isadopted in an effort to:
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(i) Provide requirements to ensure that the County issues prompt payment of a proper
invoiceto a vendor orContractor

(i)  Provide requirements for action by the County upon receipt of a payment request or
invoice;

(i) Provide invoicing requirements for vendors a@bntractos to ensure invoices
containsufficient detail; and

(iv) Establish and provide procedures for the dispute resolution process with vendors and
Contractos concerning payment of payment requests and invaice

Scope
This Prompt Payment Policy applies to all operations of the Board.

Generally

The Board hereby establishes this Prompt Payment Policy in accordance with the Local
Government Prompt Payment Act; provided, however, that this Prompt Payment Pollty sha
supersede the Local Government Prompt Payment Act to the extent the standards of this
PromptPayment Policy are more exacting.

Authority

The Board hereby delegates to the County Administrator, or his or her designee, the
responsibility for execution dhis Prompt Payment Policy.

Receipt of Payment Request or Invoice

All payment requests or invoices received by the Board shall be marked as received on the
date on which it is delered to the agent, mployee, facility or office of the Board

designated in the contract, agreementBurchase Ordeior, if otherwise undesignated,

the payment request or invoice shall be delivered to:

Highlands County Board of County Commissioners
Attn: Business ServigeDirector

600 South Commerce Ave.

Sebring, FL 33870

Requirements of a Proper Invoice

The requirements of a proper invoice ("Proper Invoice") shall be set forth in the agreement
or contract governing the purchase. However, no invoice shall be considdteapar

Invoice unlesshe invoice is an original invoice, is delivered to the Baamccordance with

the contract,agreement oPurchase Orderand sets forth the following information:

() The invoice shall set forth the name of the business organizatiindirecited in the
CountyPurchase Ordernd

(i)  The invoice shall set forth the date of its preparation; and

(i) The invoice shall set forth an identifying number to facilitate identification of the
invoice;and

(iv) The invoice shall set forth a description of th@ods or services or property provided
to the County; and
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(v) The invoice shall set forth the part or item number for each item or part delivered;
and

(vi) The invoice shall set forth the delivery terms set forth within the Couyichase
Order, and

(vii) The invoiceshall set forth the location and date of delivery of the goods or services
or property to the County; and

(viii) The invoice shall set forth the quantity thie goods or services or property provided
to the County; and

(ixX) The invoice shall set forth the unit prioéthe goods or services or property provided
to the County;

(x) Theinvoice shall set forth the extended total price of the goods or services or property
provided to the County;

(xi) The invoice shall set forth all applicable charges and discounts; and

(xii) The invoiceshall not request or charge sales tax.

2. Issuance of Payment

a. All payments will be charged against the respecBuechase Ordewhere applicable

b. When mailed invoices, credit memos, monthly statements, etc., are received by a department,
the department/division shall promptly forward them to the Purchasing Division \&ith
General Receiving ReportBurchase Order

c. When an invoice is received from a vendor in excess ofilrehase Orderthe receiving
department/division must resolve the difences. After the differences have been resolved,
the invoice shall be submitted to the Purchasing Division along with the General Receiving
Report or thePurchase Order

d. For aBidor contract, theBidor contract price is the firm payment limit, unlesshange order
has been issued, except fAnnualBids. Purchasing from annualBidis on asneededbasis

e. Upon receipt of a General Receiving ReportRarchase Orde&r G KS / f SNJ Q&
Department will process it for payment in accordance with tHelN2 OS RdzZNBa ® ¢ K¢
Office will maintain all invoices and payment documents, in accordance with Chapter 119,
Florida Statutes.

3. Partial Payments

a. For partial payments, the receiving department/division will submit a GanBReceiving
Report (APPENDIX 1@or the Purchase Ordeto the Purchasing Division along with the
invoice.

b.  The Purchasing Division will receive in the goods or services in the Purchasing &ydtem
adzo YAG GKS wSOSAGAYy3I wSLRNI G2 GKS /fSN]Qa

4.  Final Payment
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After receiving goods and services, theer departmentdivision will authorize payment by
signing and dating theurchase Ordeand submit it to the Purchasing\ision, along with the
invoice. The signer must print in the body of fPlerchase Ordeit / £ 284S t hX ¢Qf yOS

The Purchasing Division will receive in the items or services in the Purchasing System, and
submit thePurchase Ordeand the invoice tdi KS / £t SNJ 2F / 2dz2NlIiQa CA
payment.

5.  Request for RByment without aPurchase Order

a.

Purchases without Rurchase Ordeare not considered normal operating proceduamd are
discouraged; however, on rare occasions may occur. Abusers pfolcisss will be reported

to their supervisors by the Purchasing Divisemd may result in disciplinary action in
FOO2NRIyOS 4AGK | ATKEFYRa /2dzyieQa t SNAZ2YY!

The department/division that made the purchase must submit the proper flmma series of
approvals that include the Office of Management & Budget, the Purchasing Division, and the
County Administrator. Approval from the Board of County Commissioners is required prior
to payment when the purchase without Rurchase Ordeexceed $7,500.00, unlesgrior
approval has been executed by the Board for an Agezdrftontract or Budget Amendment.

() /2YLIX SGS I awSl dzS & (PurEhadeOnddr & ¥ 3 Hattachh tiieR K 2 dzi
invoice.(APPENDIX 1(APPENDIX 12

(i)  Submit the documents to thef@ice of Management &Budgetas the first step in the
approval process. The documents will continue through the Purchasing Division,
County Administrator and the Board (if applicable) for approvals.

i)y LF Fff FdzZiK2NAGASE | LIWINRGS:E (KS R20dzySy
Payables Department. If not, additional justification or steps may be requested.
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REQUISITION ANEJRCHASE ORDEROCEDURE

Q ’
- ,;

los

f

11. CLERK OF COURTS
Reviews payment request, close:
PO if applicable, issues payment

and mails check toandor
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SECTION 17. EXCEPTIONS FROM COMPETITIVE PROCUREMENT

A. Non-Procurement Contracts

The following contracts are not subject to the policies and procedures contained in this Purchasing Manual:

1.
2
3
4.
5
6.

InsurancePolicies
InterlocalAgreements

Labor and Employment Agreements
Outside Legal Services

Real Estate Appraisal Services

Real Estate Lease, License, Purchase or Sale Agreembicts hay include Concessions)

B. Exceptions to Competitive Procurement

Certain types of purchases and sources are exempt from the previously described formal competitive
procurement procedures regardless of expense level. The exempted situations may be implemented by any
Department Head within the funds of that Departmentlwthe Approval of the Purchasing Manager (who

may at his/her discretion require quotationsJhis section does not prohibit the utilization of competitive

LINE OdzZNBYSy iz AT AGQad RSSYSR Hx@mpoofsakeysfildvs: o6Sad Ayl

1.

a > w N

10.
11.
12.
13.

Any contract pursuant to Request for Proposals which has been let to a responsive, responsible
Proposer pursuant to a competitive sealed Request for Proposals by any county, municipality, school
board or other unit of government and an immediate need hasrbdetermined by the Purchasing
Division Manager.

Other contracts where exceptions are provided by State or local law.
Advertisements
Art / Artistic Services (including photography)

Blanket Purchase Orders; the purchase of services and commodities that require an open purchase
2NRSNJ FYyR FNB SaaSyaalt (2 (GKS O2yidAydz2dza 2 LIS
policy and procedures. A blanket purchase order will be gighe discretion of the Purchasing
Division Manager.

Copyrighted materials

Court reporter services

Computer software

Cooperative groups or organizations or a Federal General Services Contract
Disk or tape recording or similar licensed or copyrightediavisual materials
Dues and memberships in trade or professional organizations

Educational tests

Expert withesses
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14,
15.
16.
17.
18.

19.
20.
21.
22.
23.
24,
25.
26.
27.

28.
29.
30.
31.

32.
33.
34.
35.
36.
37.
38.
39.
40.

Fees and costs of jatelated seminars and training
Hre suppression system, monitoring of system
Films

Intergovernmental procurements

Leaes and rentals of light equipment such as portable a/c units, cranes, pumps, ets. Which may be
obtained by quotations.

Litigation support services

Lobbying services

Negotiated procurements after rejection of all Bids/Proposals
Negotiation for special annique services

Patented materials

Periodicals

Postage

Printed instructional materials

Printed library cards, and other copyrighted materials where these items are purchased directly from
the producer or publisher, the owner of the copyright, arclusive agent within the state, a
governmental agency, or a recognized educational institution.

Professional memberships
Publications, subscriptions, media and library materials
Reference books

Repair of wrecked County vehicles which have been desigrfatedepair by the County's Risk
Manager

Security alarm monitoring

State of Florida contracts

Sewer and electrical utility providers that provide water
Sole Source expenditures (Documentation required).
Telecommunication services

Text books

Title insurane for real property

Title searches for real property

Training or education services based on availability of expertise, or availability of the course or firm.
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41.
42.

43.

Utility services

Vehicle and equipment repair and maintenance; heavy equipment repair, maintenamd
reconditioning; and building repairs and maintenance.

Vendor Items (OEM items where no afimarket replacement exists).
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SECTION 18. GOODS AND SERVICES AT NO COST

A.

General
The procurement of goods or services at no cost to the County, which may or miayolee commissions

2N NB@SydzS (2 GKS /2dzyies Frfta gAGKAY GKA& OF (GS3
machines, credit card services, service audits (electric, phone, etc.) and public use copiers.

Procedure
1. The requestingdepartment/division provides requirements and specifications to the Purchasing
Division.
2. The Purchasing Division will, in its discretion, procure the goods or services in a manner that is in the
best interests of the County. Procurement will normally csingf soliciting QuotesBids orProposas

in accordance with the procedures outlined in this Manual.
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SECTION 19. REIMBURSABIIRTERDIVISIONAURCHASES

A.

General
1. Billable services may be provided by one division (providing division) to another division (receiving
division).
2. APurchase Ordes not required for these transactions.
3. ¢KS&S (N}¥yalOGAz2ya akKz2dZ R 0SS LINRPOSaaSR 2y | Y2
Authority

DepartmentDirectors have the authority to enter into reimbursabifgerdivisionalpurchases.

Procedure

1. The receiving division identifies requirements and submits a request in writing to the providing
department/division.

2. The providing division will provide a written price estimate.

3. The receiving division will send approval to proceed.

4., After services are preformed, the providing department/division will complete a Reqiogs
ReimbursemenfAPPENDIX 13

5. The Request for Reimbursement will be submitted to the receiving division for review and approval.

6. The completed Request for Reimbursement, signed by both divisions, will be forwarded ® / f S NJ
Accounting Department, with a copy to the receiving division.

7. ¢KS /fSN]JQa ! O02dzyiAy3a 5SLINILIYSYyG sAff LINRPOSaA3
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SECTION 20. PETTY CASI$0.01-:$50.00

A. General

1. Petty cash purchases are authorized for low doll@ms costing not more than 3R.00.
Departmeng/divisions should plan sufficiently, providing for the use of fgchasingCard or
Purchase Ordegprocess whenever possible

2.  Competitive prices are not required for petty cash purchases.

3. Salestaxshouldn@S OKI NHSR 2y LISGde OFakK LIzNOKFaSao ¢
of exemption should be provided to the vendor. The proof of exemption may be obtained by
contacting the Purchasing Division. If the vendor moll exempt the sales tax, thariployee will be
reimbursed for the taxes paid.

4. Departmenth NEO(G2NARX GKS /2dzyieé& ! RYAYAAUGNI G2NE F YR
the reimbursement of any purchase not made in accordance with the above procedures.

5.  For urgent or emergency pcinases, the Purchasing Manager or County Administrator may approve
utilization of petty cash for purchases in excess of the @ limit.

B. Authority
The authority for petty cash purchases asdgbed herein is delegated to Departmeritdators.
C. Procedure

1. All purchases must be supported by sufficient proof of purchase. Documentation should include a
dated receipt identifying the vendor, item(s) purchased, and amount.

2. Withinten (10) days of purchase, thengloyee should bring the proof of purchase to thethorized
petty cash cashier to receive reimbursement from the petty cash drawer.
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SECTION 21. PURCHASING CAR®D.01-$999.99

A. General

1. The Purchasing Card Program is designed to simplify the procurement and payment process for low
dollar purchases.

2.  Purchasing CardB-Cards) may be issued to individuahgloyees who frequently purchase approved
goods or services, allowing them to purchase directly from vendors who accept credit card$>- Each
Cardwill be issued to a namedtployee of the Highlands County Board ofuGty Commissioners,
and Highlands County will be clearly shown on the card as the buyer of goods and services.

3. All questions or concerns should be directed to the Purchasing Card AdministRa@ard
Administrator).

4.  When the vendor at the poirbf-salerequests a purchase authorization, the Purchasing Card System
will verify the transaction against preset limits. Transactions will be approved or declined
(electronically) based on these preset limits, which are established through profiles that caontaén s
purchase and monthly spending limits and approved merchant category codes. Any changes to a
Cardholde’s profile must be submittech writing by the appropriate Departmentif@ctor to the P-

Card Administrator.

B. Authority

1. Procurement responsibility is delegated to the department/division, allowing an authorized
Cardholdetto place an order directly ith a vendor for purchases up %999.99.

2. The Purchasing Division will administer #€ardprogram and, together withtheé £ SNJ Q& h ¥ FA
monitor the performance of th&rogram.

3. TheP-CardAdministrator, Purchasing Manager, or County Administrator has the authority to revoke
P-Cardprivileges at any time and for any reason.

C. Responsibilities
1. Cardholder

a. Hold the card, cal number, and pin number and keep them secure. Keep the pin humber
separate from theéP-Card

b. Purchase goods and services within the preset limits.
c. Receive and inspect goods and services purchased with-@erd
d. Obtain appropriate receipts.

e. Enter all chrges into theP-Cardmodule within ten (10) workdays from the date of purchase.

f. Review the monthly statement for validity of all transactions, attach receipts and sign the
monthly statement certifying charges, and submit those documents to Ghedholde®
supervisor for review and approval.
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h.

Review monthly charges with ti@ardholde & & dzZLJISNIIA A2 NJ 6 KSy ySOSa
Identify and handle disputed charges, including sales tax charges.

Comply with all purchasing afdiCardprocedures.

2. Department Director

a.

Submit a properly executed Purchasing Card Authorization Form t8-@ardAdministrator
when requesting the issumae of aPurchasingCard to an Enployee.

Review completed statements and verify that all charges are appropriate, receipts are
attached, sads tax was not charged, amdpensesre coded to the proper cost centers and
accounts.

Forward statement(s) with signed summary to tReCard Administrator within five (5)
workdays of receipt of monthly statements.

Notify P-CardAdministrator of any viokéons or discrepancies.
Ensure compliance with all purchasing ah@ardprocedures.

Collect cards fror€ardholdes and immediately notify thE-CardAdministrator ofseparated
Employees.

3. P-CardAdministrator

T 9

a o

Recommend updates to th&ection of the Purchsing Manual, as necessary.
Approve/disapprove requests fé*Cards, establish profiles, and issue and car€lards.
Maintain the card management program.

Review card usage for inappropriateeusnd notify @partmentDirectors of any violations.
Assist irresolving billing and vendor disputes, as necessary.

Ensure compliance with all purchasing ah@ardprocedures.

Finalize the monthly reconciliation process and submit the reconciliation with supporting
R20dzySydldAaz2y G2 GKS /8] Qa ! O002dzyda t I &l

D. Assignment andControl of the Purchasing Card

1. Request for and Issuance &tCards

a.

The Department Dector will make requests for ne@ardholdes or for changes to current
Cardholdes by submitting a written request to theCardAdministrator. Requests for new
P-Cards shall be made using the Purchasing @arthorization FornfAPPENDIX L&Requests
for changes to existing-Cards may be rade via memo or-enail.

All requests foP-Card must be approved by the County Administrator.

When the P-Card Administrator receives @&-Card from the issuing card company, the
following statement will be printed on the back of the card: SEE DRIVERS LICENSE.

The Cardholdemwill be required to personally attenB-Cardtraining prior to receipt of the
card and sign &ardholderAgreement(APPENDIX 17
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2. Lostor Stolen Cards or Card Numbers

a. If aP-Cardis lost, stolen or misplaced, theardholdermust immediately notify the issuing
card compay (24 hours day, 365 days a year), their Departmeirebtor, and theP-Card
Administrator of the loss.

b. TheCardholdemust report all information necessary, and complete all forms required to
reduce the liability to the County for a lost or stolen card or card number and shall work with
any law enforcement agency in prosecuting theft.

c. Failure to promptly notify the issigy card company of the theft, loss or misplacement of the
P-Cardcould make the County and/or th@ardholderesponsible for any fraudulent use of
the P-Cardand result in loss of privileges and/or disciplinary action in accordance with
I A AKE | ¥y R RersbriaARules a@diRegulations.

3. Termination oftmployment or Transfer o€ardholder

a. When an Eployee ends theiemployment by the Board, the Departmenir&tor shall
collect theP-Cardand destroy it. Additionally, the Departmentifector shall immediatly
notify the P-CardAdministrator bytelephone ore-mail. TheP-CardAdministrator will ensure
that the card is canceled.

b. ACardholdemwho fraudulently uses th&-Cardbefore or after the end of their employment
by the Board will be subject to legal at.

c. When an Eployee transfers to a different department/division tieCardaccount may be
transferred to the new department/division with the approate authorization of the new
Department Director. The new Departmentéztor must notify theP-CardAdministrator so
the master file can be timely updatedt it is determined that the @ployee will not require
a P-Cardin his/her new position, the Departmentif@ctor will collect theP-Card destroy it,
and notify theP-CardAdministrator so thé>-Cardcan be canceled.

E. Training
Before being issued B-Card the Enployee must complet®-Cardtraining. Employees will have the
opportunity to ask questions regarding the use of 4€ardduring that training

F. CardholderUse ofP-Card

1. CardholdelUseOnly

a. Only he Enployee whose name is embossed on the card shall usé”@ard No other
person is authorized to use tHeCard TheCardholdelis responsible and accountable for all
transactions that occur on theR-Card

b. Loaning &-Cardto someone or givinthem aP-Cardnumber to use to make a purchase will
NBadzZ G Ay RAAOALIAYINEB |OGA2Yy Ay | OO0O2NRI y
Regulations and possible cancellation of B€ard

2. CountyPurchaseOnly

a. TheP-Cardis to be used for authorizeplurchases only.
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b. TheP-Cardshall not be used for personal use. Any personal use will regoineediate
reimbursementand malB a dzf & Ay RAAOALI AYINB FOlA2Yy AY
Rules and Regulations.

3. Spendind.imits

a. A single purchase limit of $999.99 is generally established for smalstooked goods,
services, travel, etc.

b. TheP-Card Administrator, with the approval of the County Administrator, may establish
different limits for eachCardholder as ecommended bythe Cardholde€ a epdtment
Director. Requests for profile changes must be submitted in writing e R-Card
Administrator by the Departmentiictor. Requests from others will not be considered.

c. Charges for purchases shall not be split to stay witha dingle purchasing limit. Splitting
charges will be considered abuse of fi€ardProgram and malge disciplined in accordance
GAOGK GKS . 2FNRQA t SNA2YYy St wdzZ Sa IIPC&dlvaS 3 dz |
higher dollar amount purchaseust be made witHP>-Card complete the Request fa*-Card
purchase form(APPENDIX 27

4. OtherConditions

a. All items purchased oveéhe-counter must beimmediately available. No back ordering is
allowed.

b. The vendor must deliver all items purchased by telephone or online within thagilling
cycle. The order should not be placed without this assurance.

c. All deliveries must be ta County facilityNo celiveries shall be made to any other address
without prior written approval of thé>-CardAdministrator.

5. Travel

a. C¢KS . 2| NRQ3APPENDI® $ippligs Pofalkti@wl related transactions. The Travel
Policy reporting requirements are in addition to tReCardrequirements.

b. ¢KS . 2FNRQAa ¢ NAABPENDIXwpEhkIdzS sulimitt€dzahtpproved PRIOR TO
incurring any travel related expenditures.

c. After the travel has been approved and completed, the original charge receipt(s) and the
approved Travel &juest Form shall be turned in and attached to tardholdels monthly
statement. If the nightly hotel stay is more than the anathorized limit, a receipt must be
FGGFr OKSR FTNBY (KS /ftSN]1Qa wSOSAQIofSa 5SLI
been made to the County

G. Prohibited Uses of Purchasing Card

The following types of purchases are prohibited witR-@ard regardless of the dollar amount, unless
specifically authorized by profile, tieCardAdministrator or Purchasing Manager.

a. Cash advances
b.  Alcohol or prescription drugs.

c. Meals, beverages or gratuities.
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= @

Personal recreation and entertainment.

Servies requiring onsite visits, when insurance is not on file in the Purchasing Division.

Capital items.

Travel expenses, unless papproved onthe 2  NRQa ¢ NI} @St wSljdzSaid cC
Informa Employee recognition.

Fueling of County vehicles when there is opportunity to utilize the County fuel sites, or a WEX
Fuel Card.

Purchase of inventory items

H. Procedures for Making and Pand for Purchases

1. Documentationof Purchases

a.

When a purchase is made, tRardholdemust obtain the customer's copy of the charge slip
and an original receipt/invoice.

The Cardholdermust retain the charge slip and original receipt/invoice. All receipts must
detail the items purchased

2. Sales Tax

a.

The County is exempt from paying any State of Florida sales tax. This exemption applies to
some other states as well. If the vendor charges sales taxC#rdholdemust contact the
vendor and obtain a credit equal to the amount of the sales ta

| AAKf+FyRa /2dyiéeQa alfsSa GFIE SESWYOardiRy v dzy
Cardholdethas a problem with any vendor regarding sales tax they should contaBx@aad
Administrator.

3. Missing Documentation

a.

If for some reason th€ardholderdoes not have documentation of the transaction to send
with the statement, theCardholdemust write a letter of justification.

The Cardholderand the Department Dector must sign the letter of justification prior to
submitting it to theP-CardAdministrator as backip to the monthly statement.

Failure to promptly provide that justification may result in disciplinary actions in accordance
gAGK |1 A3JKE I yRa& RUlesdnd Reg@adions, £l Eediigy¢eSriay be required
to reimburse theBoard for the undocumented expense.

4. Payment and Invoice Procedures

a.

The issuing card company will transmit one consolidated statement fGaadlholdes to the
Purchasing Division. That statement will list all transactions processed during the previous
billing cycle (usually 30 days).

The Purchasing Division will notify @ardholdes when the statement is available. The
statement will list all transactions processed for individuals during the previous billing cycle.
If no purchases were made on an widual P-Cardduring the billing cycle, a statement will

53
SECTION 2PURCHASING CARID.01-$999.99



not be generated unless adjustments for previously billed transactions have been processed
during that billing cycle.

TheCardholdemust review their statement, attach receipts, and note any ermrdisputes.
The Cardholderwill then sign the statement. By signing the statement, ardholderis
certifying that:

() All charges are appropriate and authorized.
(i) Receipts have been attached for all charges.
(i) The goods or services charged were received poidhe statement date.

For all travel related purchases, a copy of the approved Travel Request Form and the schedule
of events or syllabus must be attached to tGardholderstatement. If multiple purchases

were made for the same travel event, only 0ri¢ ¢opy of the approved Travel Request Form

is hecessary.

The statemenwill then be reviewed by the Department Director. The Departmenedor
will sign theCardholderstatement and forward it to thé-CardAdministrator.

Following review by the-Cad! RYAY A A UGN} G6§2NE (GKS adrdSyYSyid ¢
Accounts Payables Department.

Department Orectors will be notified by th®-CardAdministrator when individual statements

are not received in the allotted time. Continued failure to meet teadlines will result in
RAAOALIE AYIFINRB OGA2Y AYy I OO02NRIFYOS gAGK . 21
cancellation of the>-Card

l. Review of Rirchases by Department/Division

1. Authority

a.

Because of their knowledge of the job resibilities andrequirements, Department
Directors are required to ensure that each purchase usiBgCardwas done in an appropriate
manner and that the use complies with purchasing &tdardprocedures.

When purchases are questioned, the Departmeritddtor will be esponsible for resolving

the issue withthe Cardholder If the Department Dector is not satisfied that the purchase

was necessary and for official use, tBardholdermust provide either a credit voucher
proving the item(s) was/were returned for credd, personal check made payable to the
Highlands County Board of County Commissioners for the full amount of the purchase, or cash
NBAYOdzZNESYSYy(id wSAYodzZNESYSyGa Ydzad o6S &Sy
Department with a written explanation. A copy d¢iie reimbursement receipt and
explanation must be attached to the monthly statement.

2. Returns/Exchanges

a.

TheCardholdeiis responsible for managing all returns and exchanges and for ensuring that
proper credit is received for returned items.

If goods purchsed with theP-Cardare defective, theCardholdemust return the goods to
the vendor for replacement or credit. If the service for which payment was made vidth a
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Cardis unsatisfactory, the vendor must be notified and asked to correct the situation or
provide a credit.

c. Cash refunds shall not be permitted.

d. A pattern of frequent returns or exchanges, which may indicate improper or inaccurate initial
product selection, will be reviewed by tHeCard Administrator and may result in loss of
privileges for he Cardholder

3. Disputes/Unauthorize€Charges

a. Ifthe vendor refuses to replace or correct the defective product or unsatisfactory service, the
purchase will be considered in dispute. Terdholdemust immediately notify thé>-Card
Administrator and cordct the issuing card company to dispute the charge.

b. If a suspicious charge appears on a monthly statement,Gaelholdermust immediately
notify the P-CardAdministrator and contact the issuing card company to dispute the charge.

c. It is essential that thgime frames and documentation requirements established by the
issuing card company be followed to protect t@ardholdel & | YR / 2dzy i & Q& |
dispute process.

d. A disputed item must be explained with a note on tGardholdels statement before the
statement is forwarded to the Departmentif@ctor or P-CardAdministrator.

e. When the issuing card company receives proper notification of a disputed charge, the charge
amount must be removed from the total owed by the Board, and shown on the monthly
statement as a suspense item. When the dispute is resolved, the charge will either be
removed from the monthly statement (if the charge was improper) or charged to the County
(if research shows the charge was valid).

4. Violations

a. TheP-CardAdministrator monitors the usage @firchasingCards and the appropriateness of
their use. Inappropriate use counts as a violation and @adholde & & dzLJS NIJA a 2 N.
notified. TheCardholdemay be subject to disciplinary action in accordance vttt . 2  NR Q
Personnel Rules and Regulations and/or hax¥gardprivileges revoked.

b. Examples of violations include, but are not limited to:
() Personal use
(i)  Split transactions
(i) Purchase of restricted items
(iv) Lack of signature on statement
(v) Repetitive sales tax chagd, regardless of credit request or reimbursement.
(vi) Late paperwork
(vii) Missing paperwork or receipts

c. The County Administrator will be notified of severe or repeat violations.

5. Periodic Reew, Annual Inventory and Audit
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The P-Card Administrator will continuayl review P-Cardactivity and usage for compliance
with these requirements.

Annually, theP-CardAdministrator will conduct a physical inventory®fard and prepare
a report on the results of the physical inventory. Additionally, spot check inventarfes,

partial or whole department/divisions, may be held at any time, with or without prior
notification.

The Clerk's Office may perform periodic reviews or audits of all aspects@aedProgram.
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SECTION 22. SMALL PURCHASEB.01-$7,500.00

A. General

1.

A smalpurchase is any purchase authorized to be made outside the formal competitive procurement
process, if not more than7500.00.

2. ThePurchasingCard is the preferred method of payment for all small purchage$0 $999.99. Refer
to Section 20 foPurchasng Card procedures.

3. Small purchases shall not be made when annual expendituresraieipated to be more than
$50,000.00.

4. Purchases shall not be divided to avoid any of the purchasing requirements outlined h&hsirotal
value of the purchase (the &re need) must be considered when determining the source selection
method.

a. ForPurchase Ordet The use of two (2) or more shhaurchases to purchase goods / services
costing more than $,500.00 is prohibited.

b. ForPurchasingCard transactions: The usaf two (2) or more smih purchases to purchase
goods/servicegsosting moe than $999.99 is prohibited.

c. Purchases shall not be divided because the purchased da®isicesare being charged to
different cost center, or allocated to different equipment.

5. Preferential treatment of any vendor is strictly prohibited.

6. The Purchasing Division will mtor small purchases and alert Departmeritdgtors of any abuses.
The Purchasing Division will also monitor repetitive purchases, which lend themseNesu@ Bids.

7. Violation of procedures in the use of small purchases will result in the withdrawal of the delegated
F dzGK2NRAGE YR RAAOALIE AYINEB OGA2Yy AYy I O02NRIyC

B. Authority
The authority for small purchases as di#tsed heein is delegated to Departmentiigctors and their
designees.

C. Procedure

1.

Purchases from $0.01$999.99 will be made using good purchasing practiGsod Purchasing
practices are buying practices that ensure the County receives the best valits fooney. This
includes purchasing from known vendors that have the item in stock and/or have already proven their
pricing is lower than their competitors.

Purchasefrom $1,000.0¢; $7,500.00equiretwo (2) Written Quotes. The Quotes muse finternally
documented. Itwo (2) Quotes cannot be obtained, the department/division must include proof of
attempt to obtain Quotes.

Efforts must be made to soliditighlands County Entities addk a . 9 Q& LJdzNA dzlandd (0 2
of this Manual.
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4. The Board's onlim requisition system must be utilized. Approval routings will follow the- pre
determined path.

5. APurchase Ordewill be issued by the Purchasing Division. The requesting department/division will
send thePurchase Ordedo the vendor or make further arrangeents.

6. Department DOrectors or their designees shall obtain the appropriate insurance certificates for the
purchase of services for the Board. All insurance certificates must be filed with the Purchasing Division.

7. Department Drectors or their designeeshall complete and submit Acquisition/Disposition Forms
signed bythe Department rector for all purchases of capital related items.

D. Exceptions and Conditions
Although small purchases are dafthas purchases not more than $@(600, here are exceptionshiat
governthe procedures for some purchases. Those exceptions are as follows:

1. C2NJ St SOUGUNRBYAO 2FFAOS SljdaALIYSYyld dzaSR Ay O2yadz
Information Technology (IT) Department for compatibility prior to purchase.

2. Alltravel related expenditures must be pteLILINE @SR Ay | OO2NRIyOS gAGH
(APPENDIX 21
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SECTION 23. PROCUREMENT OF GOODS 28®VICE$7,500.01 OR MORE

A. General
Upon request from a user department/division, the Purchasing Division will seek a source of supply and
enter into transactions for the purchase of goods or services, in accordance with the procedures outlined in
this Manual. The method courcing used will be determined by the estimated dollar amount of the
requested purchase, the nature of the purchase, and other factors. Examples of sourcing methods include:

1. Request for Written Quotes (Formal Written Quotes)
Invitation to Bid (ITB)

Request folProposas (RFP)

2
3
4. Request folProposas for Professional Services
5 Request folProposas for Design Build Services
6

Request for Information (RFI)

Spending thresholds are as follows:
Category 1:  $7,500.01- $50,000.00 Three (3) or more Formé&l/ritten Quotes
Category 2:  $50,000.01 and more Invitation toBidor Request foProposas

The user department/division may obtain Written Quotes from vendors for Category 1 purchases. Purchases
that fall within Category 2 must be procured by the Puramg®ivision, unless otherwise provided in this
Manual.

NothinginthisSSOG A2y NBRdzOS& 2NJ Ay @l fARFGSa (KS /Bakeyide Qa
Proposad, or any parts thereof, and to award, if an award is made, to the lowest neggoand responsible
quoter/Bidder Proposemwhose submittal and qualifications indicate that the award will be in the best

interests of the County.

B. Unreasonably LowBids orProposa$
The County reserves the right to rejedBmlor Proposathatisunreag8 y I 6t & f 26 ® da! yNBI &2y

means that requiring th&idderor Proposeito perform at that price would reasonably be expected to result
in unacceptable quality of performance or abandonment of the project. In orderBitdar Proposato be
considera unreasonably low, it must be at least twenty (20) percent lower than the next ldBidsr
Proposal When the County suspects that a respon&igor Proposais unreasonably low, the following
procedures apply:

1. The County shall advise tBédderor Proposeinf the reasons th&idor Proposals suspected of being
unreasonably low and request tigidderor Proposetto reconsider theBidor Proposal

2. Within ten (10) business days from the date Biederor ProposeNBE OSA @Sa G KS [/ 2dzy i
reconsideration, theBidderor Proposershall reconsider th@&id or Proposal inform the County of its
position as to whether théid or Proposalis unreasonably low, and furnish the County all relevant
information, including the documents that pertain to the reconsideration. Bigderor Proposer
shall demonstrate to the County that th8iddeQQ a Pgpiosea LIR2aAldAzy Aa O
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demonstraton will be evaluated by the Project Manager and the Purchasing Managsidoand by
the Evaluation Committee fdProposas.

3. If the County concludes that thRid or Proposalis unreasonably low, the Purchasing Manager will
submit a memo to the County Adnistrator requesting authorization to reject tH&dor Proposal

C. Written Quotations (Category 1 Purchases

1. General
a. Written Quotations are authorized for oAéme purchases that fall within Category 1.

b. Category 1 purchases should not be made when anexgaénditures, or the overall known
need igare anticipated to bemore than$50,000.00.

c. Category 1 purchases should not be divided to avoid the requirements of the competitive
procurement process detailed below. The use of two (2) or more purchases ¢arpran
item costing more than $5000.00 is prohibited.

d. The Purchasing Division will monit@ategory 1 purchases and alert Departmeinetrors of
any abuses.

e. Violation of procedures in Category 1 purchases will result in disciplinary action in ac@®rdan
GAGK | AIKEFYRa /2dzyieQa tSNER2YYSt wdz Sa |y

f. Reasonable effort must be made to solicit women or minority owned firms and Highlands
County Entities, if available.

g. Preferential treatment of any vendor is strictly prohibited.

2. Authority
Theauthority for requesting Written Quotes as described herein is delegated to user depadiment

divisions.
3. Procedure

a. Purchases within this expenditure range require three (3) Written Quotes. If three (3) Written
Quotes cannot be obtained by the user depaemmtydivision, the Purchasing Division will
attempt to obtain Written Quotes.

b. The Board's online requisition system must be utilized. Approval routings will follow the pre
determined path.

c. The Written Quotes shall be submitted to the Purchasing Divisedare aPurchase Order
will be issued.

d. ThePurchase Ordemay be issued by the Purchasing Division to the vendorrbgié fax or
U.S. Postal Service, or submitted to the vendor by the user department/division if noted
GRSLI NIYSYGkRAGAAARZY (2 &AO0OKSRdzZ St

e. The user department/division is responsible for obtaining the appropriate insurance

certificates for services rendered and all insurance certificates must be filed with the
Purchasing Division.
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f. ~ The user department/division is responsible for completingnd a submitting
Acquisition/Disposition Forms for the purchase of capital itef@BPENDIX D6

D. Invitation to Bid (ITB)

1.

2.

General

a. ITBs are authorized fopurchases that fall within Category 2for which the minimum
requirements and specifications can be clearly defined, and evaluatioot required other
than to conclude if the minimum requirements were met.

b. Items and services may be purchased omesded baks.

c. Reasnable effort must be made to solicit women or minority owned firms and Highlands
County Entities, if available.

d. Preferential treatment of any vendor is strictly prohibited.

Initiating a Bid
The Purchasing Division will request sedbéds on purchases @foodsor services with a value of

$50,000.0L or more where the requirements can be specified in detail. When a purchase or
contract may extend over multiple years, the total cumulative amount per year will be the amount
determinative of the requirement florequesting seale@ids. The Purchasing Division will soliis
from responsible prospectivBiddess obtained from the vendor database, publicationslan
catalogues, suggestions from Departmeiiteltors, previouBidders, etc. To initiate an ITB, the
requesting department/division must submit the appropriaséggned Request fddid Questionnaire
(APPENDIX 1tb the Purchasing Manager.

BidFile
The Purchasing Division shall maintain all related documentation iBithide.

Project Manager
The requesting Departmentii2ctor will appoint a ProjgdVanager.

Responsibility forScope of Work

a. Preparationof the Scope of Work

() The preparation of specifications is the responsibility of the user department/division.
The Purchasing Division will review specifications received and has the authority to
challenge the contents. Specifications should permit competition to the greatest
extent possible. In general, specifications should define the level of performance
required rather than a specific brand name. For the benefRraiposes and the user
department/division, specifications must be clear and concise. The Purchasing
Division eserves the right to review and recommend competitive specifications
allowing for open competition.

(i) The following should be included:

9 All components to be included with the ITB document, updated and
completed.

T ¢KS {021 27 22N)] eniee§ilAftAy3 (KS 32
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b.

Price sheet
PreBidconference materials, if applicable.
Sample Contracts, if available.

Permit and license requirements, if applicable.

= =/ =2 = =

Bond requirements, if appropriate.

Review

The Purchasing Division will review the contents of the submift&document and
complete the specifications by adding items such as the day, date, time, and pl&id for
opening, as well as, the County insurance requirements, terms and conditions (for non
construction projects), and any other forms or notices requivgdhe Board or Florida
Statutes

6. Meetings

a.

The Purchasing Division is responsible for scheduling all meetings related to the ITB and
publicly noticing meetings as required by law.

The Purchasing Division and the Project Manager will have-eefgase meéng for the ITB
to discuss details related to the scope of work and the procurement procedure.

PreBid Meeting and site visits may be made mandatory at the discretion of the Project
Manager. The County will only accégitls from thoseBidders who attendall Mandatory Pre

Bid Meeting and site visits in person or by a representative who has signed thinsgrets

at thoseMandatory PreBid Meeting and site visits for thaidder Each attendee is allowed

to name only onaBidderon the sigrin sheet. Ay Bidderor BiddeQa NBLINBaSy G G A
late to aMandatory PreBid Meetingor site visit will not be allowed to sign in. 1PaeBid
Meetingor site visit or both is or are scheduled, it or they must be at least ten (10) days before
Bidopening.

TheBid opening date shall be no less than twerge (21) days from the date of the first
advertisementBids will be opened anBidded Q y I YSa gAft 0SS | yy2dzy(
Division at the publicly noticeBidopening meeting.

7. Advertisement / Notie

a.

A General Notice of the ITB shall be published in a newspaper of general circulation in
Highlands County, once per week for two (2) consecutive weeks.

The General Notice shall refer potentiBiddes to the County's website for specific
information conerning the ITB. Additional advertising may include, but is not limited to,
minority publications, trade journals, and the Internet.

The notice shall be-mailed to appropriate vendors in the vendor database and any other
potential Bidders that the user dpartment/division identifies.

Notice of the ITB shall be posted in the Purchasing Division. The notice shall: provide a
description of material or services and title of the ITB; state Bias must be sealed; and
provide the date, time, and place Bidopening.
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10.

11.

12.

13.

14.

Addendum

a. Ifdeemed necessarpddendumg A f £ ©0S Aa&dzSR FyR LIadGdSR {2
Addendumwill be issued no less than five (5) days beforeBitopening date. It is the sole
responsibility of theBidderto check the websitéor Addendungs).

b.  The Purchasing Division shall issuédtiendum Neither a requesting department/division
nor a consultant shall issue &uddendumon behalf of the County.

Communications

ProspectiveBiddes shallnot contact, communicate with or discuss any matter relating in anytway

the ITB with any member orniployee of the Board of County Commissioners other thiam t
Purchasing Manager or othenmiployee identified by name in the cover page of the ITB. This
prohibition begins with the issuance of the ITB and ends upon execution of a formal contract or
issuance of &urchase Ordewhichever is first to occur. Such communications [Biddershall be
grounds for disqualifying the offendirgidderfrom consideraibn for award of the ITB and/or any
future awards.

Submission and Opening

a. Bids must be received by the Purchasing Divigibthe location ancho later than the time
and date specified for submission in the ITB. Bid shall be accepted after the specified
deadline or at any location other than the Purchasing Division.

b. AnyBidreceived late shall be returned to ti&dderunopened at the expense of tHgidder
or will be destroyed unopened if tHgidderdoes not arrange for its return.

c. Bids that are not reeived late shall be opened in public at the time and place stated in the
public notice. WherBids are opened, the name of eaBlidderwill be read aloud.

d. AllBids received and accepted will be made available for public inspection in accordance with
Flolida Statute 119.071(1)(b)2.

e. The Purchasing Manager may elect to cancel or postpdBiel @pening at any time prior to
the time set to operBids.

Bid Bond

Pursuant toFlorida Statute 255.05, &@id Bondis required for all constructiomids that exceed
$100000.00. A successfilidderwill forfeit any surety required upon failure on their part to enter
into a contract within the specified time after the awargid Bond may, at the discretion of the
Purchasing Manager, be required for construction quotesaltatherBids, the Purchasing Manager,
with the user department/division, shall determine whether or ndBid Bondwill be required.

Public Construction Bonds
Pursuant to Florida Statute 255.05, a Public Construction Bond will be required camstiftuction
contracts when the price will exceed $200,000.00.

Performance and Payment Bonds
Performance and Payment Bonds mayréguired onBids other than construction.

Waiver of Irreqularities
The Purchasing Manager sHadlvethe authority to waive ap and all irregularities in any and Bibs.
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15. Tabulation and Award ddids

a.

After the Bidopening has been completed, the Purchasing Division and the Project Manager
will review allBids for compliance with the specifications and the Project Manager vdtse

a Bidderfor recommendation. For all construction projects a letter of recommendation will
be required from the Engineeririvisionor the Engineer/Architect of Record. Award shall

be made to the lowest, responsive, and responsBilgder. Additionalcriteria as set forth in

the ITB will be considered in the award of Biel

Tie Bids will result in a process that uses a hierarchy of criteria to determine the winning
Bidder. The criteria are as follows:

(i) Drug Free Workplace. (Florida Statute 287.087)
(i) Local Preference Certified in accordance with Section 6 of this Manual.

(i) Women/Minority Business EnterprigeCertified in accordance with Section 5 of this
Manual.

(iv) Other specific considerations as may be included in the published specifications.
(v) (Suchother considerations as are identified by normal and sound business practices.

The award tabulation document will be prepared by the Purchasing Division, based on the
recommendation of the Project Manager, indicating the recommerigligldier. The tabulation

will be submitted to he requesting Department itector for confirmation signature. The
tabulation will then be confirmed by signature of the Purchasing Manager and submitted to
the County Administrator for final approval signature. After the County Agtnator has
approved theBidderselection, the tabulation will be returned to the Purchasing Division.

A copy of the award tabulation will be sent viangil to the Project Manager and to Blidders,
denoting the selection of the successBitider ltg At f | £t 42 0SS LRAGSR 2y

The Purchasing Manager shall madkdd awards for purchases 06$,000.000r more, when
funds are budgeted, and there is no succesBidiprotest.

Work shall not begin until issuance ofPairchase OrderNotice Commence, or contract
execution by the Board, if applicable, and a Notice to Proceed has been issued.

16. Contracts

a.

The user department/division is responsible for assisting the Purchasing Division in the
creation of the contract, and it is the responsibilitijthe user department/division or Project
Manager to take the contract before the Board for approval.

When a contract is required, the authorized representative of the succeBaddler shall
promptly execute a contract that has been approved by therBpas to its form, terms, and
conditions.

All contracts require approval by either the Purchasing Manager, County Administrator or
Board of County Commissioners. Refer to Section 15 for signature authority.

If the contract is for construction, the suasfulBiddershall also execute and deliver to the
Clerk of Courts Recording Division a public construction bond in the amount specified in the
ITB.
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e. AnyBidderwho has a construction contract awarded to it that fails to properly execute the
required contact and submit the required bond and other required documents within ten
(10) calendar days after award may be required to forfeit tBéir Bond

f. Upon the execution of the contract by the succes8fgldertheir Bid Bondmay be released.
The user depament or the Project Manager shall manage the contract throughout the term

Contract Changes

(i) Any amendment, modification or change order must be approved by either the
Purchasing Manager, County Administrator or the Board of County Commissioners
for the amendment, modification or change order to be effective. Refer to Section
15 for signature autbrity. Refer to APPENDIX @9 &/ KFy3S h NRSNJ
Constructon 2 250G a¢ o lyé OKly3aS GBdihieshddEa®S SR a
SalilroftAaKSR o0& UGUKS . 2FNRZ Ydzald KI @S (KS

(i) The user department/division will be responsible for all amendments, modifications
or change orders that encompass an #ase and/or decrease to the scope of
services, fees, time and/or any combination thereof.

i Contract renewal

(i) The Project Manager is responsible to make arrangements for contract extension,
when such extension is allowed in the original contract.

(i) Contract exension will be executed is accordance with the signature authority
established in thisManual.

E. Initiation to Bidfor AnnualBids

1. General

a. AnnualBids are used when the cumulative amount of purchases during amgdr#h period
is $0,000.000r more, and unit prices can be established.

b. Bidders will beranked for eactBiditem.

c. Purchases will be made on-aeeded cases>-Cardmay be utilized for purchases from an
AnnualBid, at the discretion of the User Department Director.

2. Procedures
Procedures are same as described abovelfids, except bonds and contracting.

F. Request folProposas (RFP)excluding Professional Services and Deduild Services

1. General

a. RFPs are authorized for purchases for that fall within Category 2, for which purchases
specifications cannot be clearly defined, or factors other than price are critical, or the ability
to negotiate is desired.

b.  Evaluation of eacRroposals required.
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c. Reasonable effort must be made to solicit women or minority owned firms and Highlands
County Entities, if available.
d. Preferential treatment of any Vendor is strictly prohibited.
2. Initiation of an RFP
The Project Managewill submit the Request fdRFP Questionnair@APPENDIX 1 the Purchasing
Manager.
3. ProposaFile
The Purchasing Division shall maintain all related documentation iRriygosafile.
4. Project Manager
The requesting Departmenti@ctor willappoint a Project Manager.
5. Responsibility to provide Scope of Work
a. The preparation of specifications is the responsibility of the user department/division. The
Purchasing Division will review specifications received and has the authority to challenge the
contents. Specifications should permit competition to the greatest extent possible. In general,
specifications should define the level of performance required rather than a specific brand
name. For the benefit dProposes and the user department/divisiospecifications must be
clear and concise. The Purchasing Division reserves the right to review and recommend
competitive speffications allowing for open competition.
b.  The following should be included:

() ¢KS a{O02LIS 2F 22N] ¢ RSGFAfAYy3d GKS 3I22Ra
(i) Price sheetif appropriate

(i) PreProposakonference materials, if applicable.

(iv) Sample Contracts, if available.

(v) Permit and license requirements, if applicable.

(vi) Bondrequiremens, if appropriate.

(vii) Qualification diteria.

6. Evaluation Committee

a.

An Evaluation Commtée will be established for each RFP solicitation. The Evaluation
Committee, with a minimum of three (3) and maximum of eight (8) members, will be
appointed by the Purchasing Manager after consultation with the Project Manager.

The Evaluation Committes in effect upon appointment and is automatically dissolved when
a contract is signed by all parties or upon termination of the RFP.

The assigned contact person named in the RFP document shall not serve as an Evaluator for
that RFP.

All persons serving on the Evaluation Committee must be familiar with the Sunshine Law and
the evaluation procesdraining will be provided by the Purchasing Division.
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(i) EachEvaluator who has not participated in an evaluation within six (6) monthms for
the first legal advertisement date for the RFP to be evaluatadt complete training
The award date for the RFP last evaluated by eactuat@l will be the base for the
calculationof time elapsed

(i) Evaluators who participated in an RFP evaluatidhiwsix (6) months may request a
refresher course.

(i) Training must be completed before tioposas are opened.

7. Meetings

a. The Purchasing Division is responsible for scheduling all meetings related to the RFP and
publicly noticing meetings as required bwla

b.  The Purchasing Division and the Project Manager will have-eef@ase meeting for the RFP
to discuss details related to the scope of work and the procurement procedure.

c. PreProposameetings and site visits may be made mandatory at the discretiomeoPtoject
Manager. The County will only acceBtoposas from thoseProposes who attend all
Mandatory PreProposalmeetings and site visits in person or by a representative who has
signed the sigiin sheets at thosé/landatory PreProposalmeetings and $¢ visits for that
Proposer Each attendee is allowed to name only dP®poseron the sigrin sheet. Any
Proposeror Propose & NB LINB a Sy i | (i Mén8atory Riskogosafrigetiriglori S 2
site visit willbe allowed to sign inbut the late arrivawill be noted on the sigin sheet, and
Proposalwill not be acceptedrom the lateProposer If a Pe-Proposalmeeting or site visit
or both is or are scheduled, it or they must be at least twenty (20) days bé&mposal
opening.

8. Advertisement /Notice

a. A General Notice of the RFP shall be published in a newspaper of general circulation in
Highlands County, once per week for two (2) consecutive weeks.

b. The General Notice shall refer potentiBroposes to the County's website for specific
information concerning the RFP.

c. Additional advertising may include, but is not limited to, minority publications, trade journals,
and the Internet.

d. The notice shall be-mailed to appropriate vendors in the vendor database and any other
vendors that the user depiment/division identifies.

e. Notice of the RFP shall be posted in the Pusaig Division. The notice shalfovide a
description of the project or services and title of the RFP; stateRhgphosad must be sealed;
and provide the date, time, and place Bfoposalopening. The notice shall also state any
additional criteria in the award of the RFP.

9. Addendum

a. Ifdeemednecessarpddendumg A f f 6S AadaadzsSR FyR LRalGSR (2
Addendumwill be issued no less than ten (10) days beftweRroposabpening date. It is the
sole responsibility of th@roposertto check the website foAddendum
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10.

11.

12.

13.

14.

15.

b.  The Purchasing Division shall issue all addenda. Neither a requesting department/division nor
a consultant shall issue @&ddendumon behalf of theCounty.

Communications

ProspectiveProposes shall not contact, communicate with or discuss any matter relating in any way
to the RFP with any member omiployee of the Board of County Commissioners other than the
Employeeidentified by name ithe RFP. Tl prohibition begins with the issuance of the RFP and ends
upon execution of a formal contract. Such communications Wraposershall be grounds for
disqualifying the offendindg’roposerfrom consideration for award of the RFP and/or any future
awards.

Submission and Opening

a. Proposat must be received by the Purchasing Division at the location and no later than the
time and date specified for submission in the RFPPKiposalshall be accepted after the
specified deadline or at any location other thdretPurchasing Division.

b. AnyProposateceived late shall be returned to tHroposemnopened at the expense of the
Proposetror will be destroyed unopened if tHeroposerdoes not arrange for its return.

c. Proposas that are not received late shall be omzhin public at the time and place stated in
the public notice.

d. TheProposalopening date shall be no less than thirty (30) days from the date of the first
advertisement.

e. WhenProposad are opened, the name of eaBmoposemwill be read aloud.

f.  AllProposas received and accepted will be made available for public inspection in accordance
with Florida Statute 119.071(1)(b)2.

g. The Purchasing Manager may elect to cancel or postpdtregosabpening at any time prior
to the time and date set to opeRroposas.

Bid Bond

Pursuant to Florida Statute 255.05B& Bonds required for all constructioRroposas that exceed
$100,000.00. A successRioposemay forfeit any surety required upon failure on their part to enter
into a contract within the spedéd time after the awardBid Bond may, at the discretion of the
Purchasing Manager, be required for construction Quotes. For all ®hgposas, the Purchasing
Manager, with the user department/division, shall determine whether or ndid Bondwill be
required.

Public Construction Bond
Pursuant to Florida Statute 255.05, a Public Construction Bond will be required on all construction
contracts when the price will exceed $200,000.00

Performance and Payment Bond
Performance and Payment Bonds may be require®mposas other than construction.

Waiver of Irregularities
The Purchasing Manager shall have the authority to waive any and all irregularities in any and all
Proposas.
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16.

17.

18.

19.

20.

Evaluation

a. A Purchasing Division stahember who is not an Evaluator will review tReoposas to
confirm the presence of all required responses and documents such as insurance certificates,
licenses, B/erify confirmation, etc.

b. The Evaluation Committee may request an analysis of anyiontef the Proposas by the
Purchasing Division or an independent, neutral expert. The person completing the analysis
shall not be serving on the Evaluation Committee. The reviewing person will present the
analysis at a public meeting.

c. Ata publicly nated meeting, the Evaluation Committee will have the opportunity to discuss
each Proposerand the Proposas. The Evaluation Committee will finalize their individual
scores, which will be tallied by the Purchasing Division and shall be the final rankimeg of
Evaluation Committee unless the Evaluation Committee requests presentations by or
interviews with some or afProposes.

Presentations or Interviews

Upon request of the Evaluation Committd&roposes whoseProposas received the highest ranking

of the Evaluation Committee may be required to give a presentation or participate in an interview or
both in order to be considered. If the Evaluation Committee decides to have presentations or
interviews, the Evaluation Committee shall invite at least t&p Rroposes in the order of the
preliminary ranking (highest to lowest). The County will provide a notice to the inRiteposes at

least ten (10) business days before the presentations or interviews. Following the presentations
and/or interviews, if equested, the Evaluation Committee members shall complete their evaluations
for selection of the most highly qualifidefoposer

Score Tabulation, Ranking, and Recommendation

The Purchasing Division staff member assigned to be the designated contaabwléite the scores
submitted by the Evaluation Committee members and present the final tabulation and ranking to the
Evaluation Committee for final review. Upon approval of a recommendation by the Evaluation
Committee, the Committee members will sign trecommendation. The Purchasing Division will
send the award tabulation viamail to the Project Manager and to 8foposes reporting the results

of the evaluation and the selection of the succes$ftdposer A copy of the award tabulation will
alsobell2 aG SR 2y GKS /2dzyieQa sSoaridsSo

Negotiations
The County Administrator will negotiate a contract with the most qualiRedposerecommended

by the Evaluation Committee on compensation and terms that the County Administrator determines
are fair, competitive, and reasonable. Should the County Administrator be unable to negotiate a
satisfactory contract, negotiations with th&ropo®r shall be formally terminated. The County
Administrator shall then undertake negotiations with the second most qualifledposer if
recommended by the Evaluation Committee.

Contracts

a. The user department/division is responsible creation of the comtnaith the assistance of
the Purchasing Divisioand it is the responsibility of the user department/division or Project
Manager to take the contract before the Board for approval.
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When a contract is required, the authorized representative of the swsfabBroposershall
promptly execute a contract that has been approved by the County as to its form, terms, and
conditions.

All contracts require approval by either the Purchasing Manager, County Administrator or
Board of County Commissioners. Referdotf®n 15 for signature authority.

If the contract is for construction, the succesdfubposershall also execute and deliver to
the Clerk of Courts Recording Division a public construction bond in the amount specified in
the RFP.

AnyProposemwho has a construction contract awarded to it that fails to properly execute the
required contract and submit the required bond and other required documents within ten
(10) calendar days after demand may be required to forfeit tBairBond

Upon the ercution of the contract by the successRibposetheir Bid Bondnay be released.

The user department/division or the Project Manager shall manage the contract throughout
the term.

Contract Changes

() Any amendment, modification or change order must be rappd by either the
Purchasing Manager, County Administrator or the Board of County Commissioners
for the amendment, modification or change order to be effectiv@hange Order
Form(APPENDIX Dfnhust be usedor construction Refer to Section 15 for signature
authority.

(i) The user department/division will be responsible for all amendments, modifications
or change orders that encompass an increase and/or decreaghetscope of
services, fees, time and/or any combination thereof. The Purchasing Division will be
responsible for all amendments, modifications or change orders that increase or
decrease only the contract time.

Contract renewal

() The Project Manager is respsible to make arrangements for contract extension,
when such extension is allowed in the original contract.

(i) Contract extension will be executed is accordance with the signature authority
established in thiganual.

G. Request forProposal(RFP) for Professnal Services

1. General

a.

Because price differentials may only be a minor consideration compared to the quality of the
professional's work, professional services are exempted from the County's competitive
procedures noted above. Instead, professional sesjicgher than audit services, will be
acquired in the manner provided in Florida Statute 287.055, the Consultants Competitive
Negotiations Act (CCNA).
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Professional Services are defined in Florida Statute 287.055 as services within the scope of
the practices of architecture, professional engineering, landscape architecture, or registered
surveying and mapping and will be procured pursuant to that Florida Statute.

In addition to the Professional Services described above, the Board regards ltverfol
services as Professional Services that will be procured in the manner provided in Florida
Statute 287.055:

() Legal Services (Attorneys and Legal Professionals);
(i)  Accounting Services (excludes Auditors); and
(i) Medical Services (Physicians, Physician tassss and Nurses)
Audit Services shall instead be procured pursuant to Florida Statute 218.391.

Continuingcontracts shall not be used when the estimated construction cost individual
project under contract exceeds $2,000,000.00, or for study activity evtiee fee exceeds
$200,000.00. A new RFP shall be solicited for these projects.

Initiating a RFP for Professional Services

To initiate a request for Professional Services, a memo defining the scope of work must be prepared
and submitted to the County diministrator by the requesting Departmentif@ctor. The County
Administrator will approve or deny the request for Professional Services. If approved, the Project
Manage will submit the Request fdR-P QuestionnairAPPENDIX 1t the Purchasing Manager.

ProposaFile
The Purchasing Division shall maintain all related documentation iRriygosafile.

Project Manager

The requesting Departmentifector will appoint aProject Manager.

Evaluation Committee

a.

An Evaluation Committee will be established for each RFP solicitation. The Evaluation
Committee, with a minimum of three (3) and maximum of eight (8) members, will be
appointed by the Purchasing Manager after considiatwith the Project Manager, and the
appointments are subject to ratification by the County Administrator.

The Evaluation Committee is in effect upon appointment and is automatically dissolved when
a contract is signed by all parties or upon terminatidrthe RFP.

The assigned contact person named in the RFP document shall not serve as an Evaluator for
that RFP.

All persons serving on the Evaluation Committee must be familiar with the Sunshine Law and
the evaluation process. Training will be providsdthe Purchasing Division.

Each Evaluator who has not participated in an evaluation within six (6) months form the first
legal advertisement date for the RFP to be evaluated must complete training. The award date
for the RFP last evaluated by each evaduaill be the base for the calculation of time elapsed.

Evaluators who participated in an RFP evaluation within six (6) months may request a
refresher course.
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g.

Training must be completed before tiRroposat are opened.

6. Responsibility foproviding Scpe of Work

The preparation of specifications is the responsibility of the user department/division. The Purchasing
Division will review specifications received and has the authority to challenge the contents.
Specifications should permit competition to thesatest extent possible. For the benefitRifoposes

and the user department/division, specifications must be clear and concise. The Purchasing Division
reserves the right to review and recommend competitive specifications allowing for open competition.
The Purchasing Division will review the submittecdfications and work with the requesting
department/division to prepare an RFP for Professional Services.

The following should be included:

a. A complete set of specifications detailing the Professional Services required.
b. PreProposaktonference materials.
c. Sample Contracts, if available.
d. License requirements.
e. Bond requirements, if appropriate.
f. Determination of ability will be based on a minimum of the following criteria:
(i)  Ability of professional personnel;
(i)  Whether theProposelis a certified minority businesnterprise;
(i) Past performance;
(iv) Willingness to meet time and budget requirements;
(v) Location;
(vi) Recent, current and projected workload; and
(vii) Volume of work previously awarded to ealoposetby the County, with the object
of effecting on equitable distribution of contracts among qualifiBdoposes,
provided such distribution does not violate the principle of selection of the most
highly qualifiedProposes.
g. Pricing shall not be solicited the RFP
7. Meetings
a. The Purchasing Division is responsible for scheduling all meetings related to the RFP and
publicly noticing meetings as required by law.
b.  The Purchasing Division and the Project Manager will have-eef@ase meeting for the RFP
to discusdetails related to the scope of work and the procurement procedure.
c. PreProposameetings and site visits may be made mandatory at the discretion of the Project

Manager. The County will only acceBtoposas from thoseProposes who attend all
Mandatory Re-Proposalmeetings and site visits in person or by a representative who has
signed the sigfin sheets at thoséMandatory PreProposalmeetings and site visits for that
Proposer Each attendee is allowed to name only dP®poseron the signin sheet. Ay
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8.

10.

Proposeror ProposeRa NI LINS & Sy @ I (i M@h8atoty RasBxo@osafrigetiiglori S (i 2
site visit will not be allowed to sign in. If a geeoposameeting or site visit or both is or are
scheduled, it or they must be at least twenty (20) days beRw@posabpening.

The Proposalopening date shall be no less than thirty (30) days from the date of the first
advertisement. Proposa will be openedand ProposeRd y I YSa gAtt oS |y
Purchasing Division at the publicly notidedposabpening meeting.

(i) For architecture, professional engineering, landscape architecture, or registered
surveying and mapping. If the County does not receiMeadtt three (3)Proposas,
the Proposas shall not be opened, the RFP will be cancelled, andPthposes will
be notified. The County will request written instructions from tReoposes for
returning their unopenedProposas (at theProposeR & S E ad8abtioging the
unopenedProposas. The RFP may beadvertised at the discretion of the Project
Manager.

(i) For legal services, accounting services, and medical services the County can proceed
with the evaluation if less than three (Byoposas are receved.

(i) The Purchasing Division and the Project Manager will schedule all Evaluation
Committee meetings, including required Evaluation Training meetings.

Advertisement / Notice

a.

A General Notice of the RFP shall be published in a newspaper of general ioincirat
Highlands County, once per week for two (2) consecutive weeks. The General Notice shall
refer potentialProposes to the County's website for specific information concerning the RFP.
Additional advertising may include, but is not limited to, minpptblications, trade journals,

and the Internet. The notice shall bengailed to appropriate vendors in the vendor database
and any other vendors that the user department/division identifies.

Notice of the RFP shall be posted in the Purchasing DiviSten.notice shall: provide a
description of the services and title of the RFP; state faiposad must be sealed; and
provide the date, time and place d¢froposalopening. The notice shall also state any
additional criteria in the award of the RFP.

Adderdum

a.

If deemed necessarpddendumg At £ 06S A&a&ddzSR yR LRAaAGSR G2
Addendunmwill be issued no less than ten (10) days beforeRhaposabpening date. It is the
sole responsibility of th@roposerto check the website foAddendum.

The Purchasing Division shall issuédtiendum Neither a requesting department/division
nor a consultant shall issue &uddendumon behalf of the County.

Communications

ProspectiveProposes shall not contact, communicate with or discuss amatter relating in any way

to the RFP with any member omiployee of the Board of County Commissioners other tHaa t
Purchasing Manager or othemiployee identified by name in the cover page of the RFP. This
prohibition begins with the issuance of the R&#l ends upon execution of a formal contract. Such
communications by &roposershall be grounds for disqualifying the offendiRyoposerfrom
consideration for award of the RFP and/or any future awards.
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11. Submission and Opening

12.

13.

a.

Proposad must be receivedybthe Purchasing Division at the location and no later than the
time and date specified for submission in the RFPPKaposalshall be accepted after the
specified deadline or at any location other than the Purchasing Division.

AnyProposarteceived lateshall be returned to théroposemnopened at the expense of the
Proposeror will be destroyed unopened if theroposerdoes not arrange for its return.

Proposas that are not received late shall be opened in public at the time and place stated in
the public notice.

The Proposalopening date shall be no less than thirty (30) days from the date of the first
advertisement.

WhenProposas are opened, the name of eaBnoposemwill be read aloud.

AllProposas received and accepted will be made available for public inspection in accordance
with Florida Statute 119.071(1)(b)2.

The Purchasing Manager may elect to cancel or postpd&reposabpening at any time prior
to the time and date set to opeRroposas.

Waiver of Irreqularities

The Purchasing Manager shall have the authority to waive any and all irregularities in any and all
Proposad.

Evaluation

a.

After the Proposas are opened, the Evaluation Committee will proceed pursuant to Florida
Statute 287.055.

A Purchasing Division staff member who is not an Evaluator will reviewriygosas to
confirm the presence of all required responses and documents such as insurance certificates,
licenses, B/erify confirmation, etc.

The Evaluation Committee may request analysis of any criterion of tHeroposas by the
Purchasing Division or an independent, neutral expert. The person completing the analysis
shall not be serving on the Evaluation Committee. The reviewing person will present the
analysis at a public eeting.

At a publicly noticed meeting, the Evaluation Committee will have the opportunity to discuss
each Proposerand the Proposas. The Evaluation Committee will finalize their individual
scores, which will be tallied by the Purchasing Division antl sbahe final ranking of the
Evaluation Committee unless the Evaluation Committee requests presentations by or
interviews with some or alProposes.

14. Presentationfnterviews

a.

The Evaluation Committee shall request presentations and conduct discugstbret least
three (3) Proposes, if the RFP ifor architectural, professional engineering, landscape
architecture, or registered surveying and mapping services
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15.

16.

17.

b. Services other thararchitectural, professional engineering, landscape architecture, or
regstered surveying and mapping servicpeesentations may be requested at the discretion
of the Evaluation Committee.

c. The County will provide a notice to the invitBdoposes at least ten (10) business days before
the presentations or interviews. Follavg the presentations and/or interviews, if requested,
the Evaluation Committee members shall complete their evaluations for selection of the most
highly qualifiedProposer

Score Tabulation, Ranking, and Recommendation

The Purchasing Division staff member assigned to be the designated contact will tabulate the scores
submitted by the Evaluation Committee members and present the final tabulation and ranking to the
Evaluation Committee for final review. Upon approval ofesommendation by the Evaluation
Committee, the Committee members will sign the recommendation. The Evaluation Committee shall
rank no fewer than three (3Proposes for architecture, professional engineering, landscape
architecture, or registered surveyy and mapping services. The Purchasing Division will send the
award tabulation viaenail to allProposed | YR L2 ad Ad 2y GKS [/ 2dzyideé Q:

Negotiations

a. The County Administrator will negotiate a contract with the most qualiflrdposer
recommended bythe Evaluation Committee for professional services on compensation and
terms that the County Administrator determines are fair, competitive, and reasonable. In
YIE1TAYy3a GKFEG RSOGSNYAYLFGAZ2Y (GKS [/ 2dzyié ! RYAY
analyss of the cost of the professional services required in addition to considering their scope
of complexity. Should the County Administrator be unable to negotiate a satisfactory contract,
negotiations with thaProposershall be formally terminated. The @ay Administrator shall
then undertake negotiations with the second most qualifidoposer If the County
Administrator is unable to negotiate a contract with the second most qualfiezposer
negotiations with thatProposershall be formally terminatgé. The County Administrator may
then commence negotiations with the third most qualififdoposer Should the County
Administrator be unable to negotiate a satisfactory contract with any of the top three selected
firms, the County Administrator may commee negotiations in accordance with Florida
Statute 287.055(5) with the othdProposes, in the order of their ranking by the Evaluation
Committee, until an agreement is reached. (Florida Statute 287.055 (5) (c)).

b. For any lumpsum or cos{plusa-fixed fee professional service contract for architecture,
professional engineering, landscape architecture, or registered surveying and mapping
services over the threshold amount provided in Florida Statute 287.017 for Category Four
purchases, th&roposereceivirg the award shall execute and deliver to the County a truth
in-negotiation certificate stating that wage rates and other factual unit costs supporting the
compensation are accurate, complete and current at the time of contracting. (Florida Statute
287.0% (5) (a)).

Contracts

a. The user department/division is responsible for assisting the Purchasing Division in the
creation of the contract, and it is the responsibility of the user department/division or Project
Manager to take the contract before the Boaxt ipproval.
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b. When a contract is required, the authorized representative of the succeBsfiplosershall
promptly execute a contract that has been approved by the County as to its form, terms, and
conditions.

c. All contracts require approval by either thiurchasing Manager, County Administrator or
Board of County Commissioners. Refer to Section 15 for signature authority.

d. The user department/division or the Project Manager shall manage the contract throughout
the term.

e. Contract Changes

(i) Any amendment, modification or change order must be approved by either the
Purchasing Manager, County Administrator or the Board of County Commissioners
for the amendment, modification or change order to be effective. Refer to Section
15 for signature autority.

(i) The user department/division will be responsible for all amendments, modifications
or change orders that encompass an increase and/or decrease to the scope of
services, fees, time and/or any combination thereof. The Purchasing Division will be
resgponsible for all amendments, modifications or change orders that increase or
decrease only the contract time.

f. Contract renewal

() TheProject Manager is responsible to make arrangements for contract extension,
when such extension is allowed in the original contract.

(i) Contract extension will beexecutedis accordance with the signature authority
established in thi#anual.

H. Request forlProposak (RFP) for DesigRuild Services

1.

3.

General

To establish procedures for the procurement of a tiugy service that includes both the design and
construction of a public construction project by means of a single contract with a desiigihfirm in
acordance with Florida Statute 287.055.

Initiating a DesigiBuild RFP

To initiate a request for Design Build Services, a memo defining the scope of work must be prepared
and submitted to the County diministrator by the requesting DepartmentirBctor. The Conty
Administrator will approve or deny the request for Design Build Services. If approved, the Project
Managerwill submit the Request for RFP QuestionnéEPENDIX 1t the Purchasing Manager.

ProposaFile
The Purchasing Division shall maintain all related documentation iRrthygosafile.

Project Manager
The requesting Departmentifector will appoirt a Project Manager
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5.

6.

Evaluation Committee

a.

An Evaluation Committee will be established for each RFP solicitation. The Evaluation
Committee, with a minimum of three (3) and maximum of eight (8) members, will be
appointed by the Purchasing Manager after consultation with the Project Manager, and the
appointments are subject to ratification by the County Administrator.

The Evaluation Committee is in effect upon appointment and is automatically dissolved when
a contract is signed by all parties or upon termination of the RFP.

The assigned contact pens named in the RFP document shall not serve as an Evaluator for
that RFP.

All persons serving on the Evaluation Committee must be familiar with the Sunshine Law and
the evaluation process. Training will be provided by the Purchasing Division.

Each Evaluator who has not participated in an evaluation within six (6) months form the first
legal advertisement date for the RFP to be evaluated must complete training. The award date
for the RFP last evaluated by each evaluator will be the base foeathelation of time elapsed.

Evaluators who participated in an RFP evaluation within six (6) months may request a
refresher course.

Training must be completed before tiRroposat are opened.
The Evaluation Committee will be comprised of:
(i) the County Adninistrator or designee, and
(i) the Purchasing Manager or designee, and
(i) arepresentative of the requesting department/division, and

(iv) additional members agreed upon by the Purchasing Manager and the Project
Manager.

Responsibilityo providefor Scope of Work

a.

b.

The preparation of specifications is the responsibility of the user department/division. The
Purchasing Division will review specifications received and has the authority to challenge the
contents. The following should be included:

() The Design Criteria Pagde detailing the project requirements.
(i) PreProposakconference materials, if applicable.
(i) Sample Contracts, if available.
(iv) Permit or license requirements, if applicable.
(v) Bond requirements, if appropriate.
Determination of ability will be based on a minimwithe following criteria:
() Ability of professional personnel;
(i)  Whether theProposeris a certified minority business enterprise;

(iii) Past performance;
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(iv) Willingness to meet time and budget requirements;
(v) Location;
(vi) Recent, current and projected workload; and

(vii) Volume of work previously awarded to eaeloposetby the County, with the object
of effecting on equitable distribution of contracts among qualifiBdoposes,
provided such distribution does not violate the principle of selection of the most
highly qualiied Proposes.

The requesting department/division will be responsible for preparation of the Design Criteria
Package. The Design Criteria Package shall be prepared and sealed by a design criteria
professional employed by or retained by the County. Tesidh Criteria Package then is sent

to the Purchasing Division in electronic format. If the County elects to enter into a
professional services contract for the preparation of the Design Criteria Package, the design
criteria professional shall be selectadd contracted in accordance with the requirements of
Florida Statute 287.055(4) and (5). A design criteria professional who has been selected to
prepare the Design Criteria Package shall not be eligible to render services under a design
build contract eecuted pursuant to the Design Criteria Package. The design criteria
professional shall be available for consultation regarding the following: evaluation of the
responses oBids submitted by the desighuild firms; supervision or approval by the County

of the detailed working drawings of the project; and evaluation of the compliance of the
project construction with the Design Criteria Package.

The Purchasing Division will review the contents of the submitted RFP document and
complete the specifications gdding items such as the day, date, time and place for the RFP
2LISYyAy3a GSN¥ya yR O2yRAGAZ2yas a ¢Stf I &
requirements and any other forms or notices required by the Board or Florida Statutes.

7. Meetings

a.

The Purchsing Division is responsible for scheduling all meetings related to the solicitation
and publicly noticing meetings as required by law.

The Purchasing Division and the Project Manager will have-eefgase meeting for the RFP
to discuss details relatedtthe scope of work and the procurement procedure.

Pre-Proposameetings and site visits may be made mandatory at the discretion of the Project
Manager. The County will only accdtrioposat from thoseProposes who attend in person

or by a representativeall Mandatory PreProposalmeetings and site visits and signed in the
signin sheets at thoséMandatory PreProposalmeetings and site visits for th@&roposer
Each attendee is allowed to name only dPmposeron the sigrhin sheet. AnyProposes or
Proposerrepresentative arriving late to Mandatory PreProposalmeeting or site visit will

not be allowed to sign in and join the meeting or site visit. If aPr@osalmeeting or site

visit or both are scheduled, it or they must be at least ten (10) dajere Proposabpening.

The Proposalopening date shall be no less than thirty (30) days from the first legal
advertisement. AProposalopening meeting will be held at the date, time, and location
specified in the RFP documerRroposas will be opend andProposed Q Yy I YS& gAf €
aloud by the Purchasing Division at the publicly notiBatlopening meeting. If the County

does not receive at least three (Byoposas, theProposas shall not be opened, the RFP will
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be cancelled, and thBroposes will be notified. The County will request written instructions

from the Proposes for returning their unopenedProposas (at thePropose & S E LISy & St
destroying the unopenedroposas. The RFP may beadvertised at the discretion of the

Project Manger.

8. Advertisement / Notice
A General Notice for solicitation, which includes RFP's, shall be published in a newspaper of general
circulation in Highlands County, once per week for two (2) consecutive weeks. The general notice
refers potential Proposef) & thé County's website for specific information concerning the RFP.
Additional advertising may include minority publications, trade journals, and the Internet. The notice
shall be emailed to all parties on the applicablroposerlist. Also, anyProposes that the user
department/division provides shall be placed on the list. Notice of the RFP shall be posted in the
Purchasing Division. The notice shall: provide a full description of material or title of the RFP; state
that Proposad must be sealed; and gride the date, time and place Broposabpening.

9. Addendum

a. Ifdeemed necessarpddendumg A f f ©6S Aa&ddzSR FyR LIaGSR (2
Addendunmwill be issued no less than ten (10) days beforeRhaposabpening date. It is the
sole reponsibility of theProposetto check the website foAddendum

b.  The Purchasing Division shall issue all addenda. Neither a requesting department/division nor
a consultant shall issue a&ddendumon behalf of the County.

10. Communication
ProspectiveProposes shall not contact, communicate with or discuss any matter relating in any way
to the RFP with the Bodrof County Commissioners, anpoyee of Highlands County, othéran
the as directed in the cover page of the RFP. This prohibition begins with tfncesof the RFP and
ends upon execution of the formal contract. Such communications initiated Prxpposershall be
grounds for disqualifying the offendirigroposerfrom consideration for award of the RFP and/or any
future awards.

11. Submission and Opening

a. Submittals must be received by the Purchasing Division at the location and no later than the
time and date specified for submission in the RFPPMposat shall be accepted after the
specified deadline or at any location other than the Purchasing Division.PAoposad
received late shall be returned to tiRroposetunopened.Proposas shall be opened in public
at the time and place stated in the publiotices. AlProposas received and accepted will be
made available for public inspection in accordance with Florida Statute 119.071(1)(b)2.

b. The Purchasing Manager may elect to cancel or postpdPmposahkt any time prior to the
time and date set to opeProposas.

12. Evaluation

a. After the Proposad are opened, the Evaluation Committee will proceed pursuant to F.S.
§287.055.

b. A Purchasing Staff member, who is not an Evalyatdll review theProposas strictly to
confirm the presence of all required resp@ssand documents such as insurance certificates,
licenses, B/erify confirmation, etc.
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The Evaluation Committee may request an analysis of any criterion dirtfpmsad by the
Purchasing Division, or an independent and neutral expert. The person comgplétn
analysis shall not be serving on the Evaluation Committee. The reviewing person will present
the analysis at a public meeting and shall not influence the Committee members to favor or
disfavor a particulaProposer

Methods of Evaluation

(i) CompetitiveBidding ApproackAdjusted Score DesigBuild Process. The Adjusted
Score DesigBuild approach may be used when overall outcomes can be clearly
defined, but a number of alternatives may exist which could provide the outcomes
desired. PricProposas shal be submitted on théProposalForm included with the
RFP specifications and shall include one lump sum price for the entire Project and the
number of calendar days within which tf¥oposemwill complete the Project. Price
Proposalkhall be hand delivereth a separate, sealed envelope to the location and
person specified in the RFP document. The package shall indicate clearly that it is the
PriceProposalnd shall identify clearly theroposeRd y I YS | yR t Nr2SQ
The Pricé’roposas shall besecured and unopened until after the technical scores are
announced in a publicly noticed meeting. The date will be specified for opening of
PriceProposat in the RFP document. At the discretion of the Project Manager the
process shall consist of eithartwo or three phase process.

f Two Phase Process
@) TechnicaProposalTechnical Scores)

(b) PriceProposalLumpSum amount)

I Three Phase Process
@) Proposabf Qualifications (To shotist at least three firms)

(b) TechnicaProposas fromshortlisted firms
(©) PriceProposalLumpSum amount)

(i)  Final Selection

1 A public meeting will be held for the announcement of the technical scores
and opening of sealed prideroposas. At this meeting, anriployee of the
Purchasing Division, who is notrember of the Evaluation Committee, will
announce eachProposefa (2 (I f G§SOKYAOL 402 NB
Evaluator).

1 Immediately following the announcement of the technical scores, the sealed
price Proposas will be opened and the fgbsted scores caldated by an
Employee of the Purchasing Division, who is not a member of the Evaluation
Committee.

1 The Evaluation Committee will review the PriR®posabf eachProposeras
to the apparent lowest adjusted score and make a final determination of the
lowegd adjusted score.

1 Lump Sum Price/Technical Score = Adjusted Score
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The Evaluation Committee has the right to correct any errors in the evaluation
and selection process that may have been made. The County is not obligated
to award the contract and the Evaltion Committee may decide to reject all
Proposas.

If the Evaluation Committee decides to proceed (and not rejecPifoposat),

the award tabulation will be created by the Purchasing Division, signed by all
Evaluators, enailed to allProposes and pod SR (G2 GKS /[ 2dzy/ iz
Contract negotiations will begin with th&roposer determined by the
Evaluators to have the lowest adjusted score.

(i) Competitive Negotiation Approach

T

In the event a competitive negotiation approach is selected, the Evaluation
Committee shall select no less than three @Bjoposes ranked in order of
preference from thosé&roposes deemed to be most qualified to perform the
required services.

In making its determination, the Evaluation Committee shall interview no less
than three @) Proposes to determine their relative ability to meet time and

budget requirements and to identify and establish the relative merits of each
Proposea I LILINRF OK G2 YIFyl3IAy3 FyR &aOKSHF

The County Administrator will then negotiate a c@ut for submittal to the
Board for the DesigBuild services with théroposerranked first for the
project at compensation determined to be fair, competitive, and reasonable.

In making the determination, the County Administrator shall analyze the cost
of the desigrbuild services required, giving full consideration to the scope and
complexity of the project and shall consult with the employed or retained
design criteria professional concerning the evaluation ofRheposat orBids
submitted by the degjn-build firms.

The compensation shall be on a guaranteed maximum price basis for all costs
which shall include reimbursable costs plus fixed lump sum fees for design,
project management, overhead, and profit. Should the County Administrator
be unable to egotiate a satisfactory contract with tHeroposerconsidered

to be the most qualified, at a price determined to be fair, competitive, and
reasonable, negotiations with th@roposershall be formally terminated.

The County Administrator shall then undertake negotiations with the second
most qualified firm. Failing accord with the second most qualified firm, the
County Administrator shall then undertake negotiations with the third most
gualified firm. Should the @mty Administrator be unable to negotiate a
satisfactory contract with any of the selected firms, additional firms shall be
selected in accordance with th8ction until agreement is reached.

After a firm is selected, a contract shall be drafted andawed by the County
Attorney. The contract shall then be reviewed by the County Administrator
prior to presentation to the Board. All contracts must then be approved and
executed by the Board of County Commissioners.

81

SECTION 2PROCUREMENT OF GOODS AND SERWI6&E01 OR MORE



13. Presentations/Interviews

a. The Evaluatio€ommittee shall request presentations and conduct discussions with at least
three (3)Proposes.

b. The County will provide a notice to the invitBdoposes at least ten (10) business days before
the presentations or interviews. Following the presentatiand/or interviews, if requested,
the Evaluation Committee members shall complete their evaluations for selection of the most
highly qualifiedProposer

14. Score Tabulation, Ranking, and Recommendation
The Purchasing Division staff member assigned to be the designated contact will tabulate the scores
submitted by the Evaluation Committee members and present the final tabulation and ranking to the
Evaluation Committee for final review. Upon approval ofesommendation by the Evaluation
Committee, the Committee members will sign the recommendation. The Evaluation Committee shall
rank no fewer than three (Fyroposes. The Purchasing Division will send the award tabulation-via e
mail to allProposesand g ai Al 2y GKS /2dzyieQa 6SoairidsSo

15. Negotiations

a. The County Administrator will negotiate a contract with the most qualifir@poser
recommended by the Evaluation Committee for professional services on compensation and
terms that the County Administrator deterines are fair, competitive, and reasonable. In
YF1TAYy3 GKIG RSGSNYAYIFGA2Y GKS [/ 2dzyd& ! RYAY
analysis of the cost of the professional services required in addition to considering their scope
of complexity. Shoulthe County Administrator be unable to negotiate a satisfactory contract,
negotiations with thafroposershall be formally terminated. The County Administrator shall
then undertake negotiations with the second most qualifi@doposer If the County
Admiristrator is unable to negotiate a contract with the second most qualifedposer
negotiations with thatProposershall be formally terminated. The County Administrator may
then commence negotiations with the third most qualifi€doposer Should the @unty
Administrator be unable to negotiate a satisfactory contract with any of the top three selected
firms, the County Administrator may commence negotiations in accordance with Florida
Statute 287.055(5) with the othdProposes, in the order of their naking by the Evaluation
Committee, until an agreement is reached. (Florida Statute 287.055 (5) (c)).

b. For any lumpsum or cosplusafixed fee professional service contract for architecture,
professional engineering, landscape architecture, or registesadreying and mapping
services over the threshold amount provided in Florida Statute 287.017 for Category Four
purchases, théroposerreceiving the award shall execute and deliver to the County a truth
in-negotiation certificate stating that wage ratesanother factual unit costs supporting the
compensation are accurate, complete and current at the time of contracting. (Florida Statute
287.055 (5) (a)).

16. Contracts

a. The user department/division is responsible for assisting the Purchasing Division in the
creation of the contract, and it is the responsibility of the user department/division or Project
Manager to take the contract before the Board for approval.
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b. When a ontract is required, the authorized representative of the succed3faposershall

promptly execute a contract that has been approved by the County as to its form, terms, and
conditions.

c. All contracts require approval by either the Purchasing Managaunt@oAdministrator or
Board of County Commissioners. Refer to Section 15 for signature authority.

d. The user department/division or the Project Manager shall manage the contract throughout
the term.

e. Contract Changes

(i) Any amendment, modification or change erdmust be approved by either the
Purchasing Manager, County Administrator or the Board of County Commissioners
for the amendment, modification or change order to be effective. Refer to Section
15 for signature authority.

(i)  Amendments, maodifications, and @hge orders must be reviewed by the Pursing
Division prior to executian

f. Contractrenewal

(i) The Project Manager is responsible to makteangementsfor contract extension,
when such extension is allowed in the original contract.

(i) Contract extension will beexecutedis accordance with the signature authority
established in thi$lanual.

Request for Information (RFI)

A Request for Information, while not a procurement category, is an important tool used to increase
knowledge about products or services, thauailability, and capability, and is a formal method of gathering
information from vendors who provide certain goods or services. The information obtained through this
solicitation may be used to develop specifications or a scope of services for agatigitation.
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SECTION 24. PROTEST PROCEDURE

A. General
It isthe policy of the Board to encourage prompt and fair handling of all complaints and disputes with the
business community. In order to resolve disputed matters in an equitable manner without fear of retribution
on the part of a vendor or person, the follawg protest procedures are adopted.

B. Notice
All Purchasing notices with respect to recommendation of awards, suspensions, and debarments, shall set
forth the following statement:

"FAILURE TO FOLLOW THE PURCHASING PROTEST PROCEDURE REQUIREMENMSIENVITHIN THE
FRAMES PRESCRIBED IN SEGIIPNBE HIGHLANDS COUNTY BOARD OF COUNTY COMMISSIONERS
PURCHASING MANUAL SHALL CONSTITUTE A WAIVER OF YOUR PROTEST AND ANY RESULTING C
THAT PURCHASING MANUAL IS AVAILABLE FOR PUBLIC INSPECTION IN THE YISRONHANING DI

hb ¢19 1 LDI[!b5{ /h!b¢, .h!'w5 hC /h!b¢, /haalL{{L
MAY BE OBTAINED FROM THE HIGHLANDS COUNTY BOARD OF COUNTY COMMISSIONERS PURCH
DIVISION."

C. Rightto Protest
Any aggrieved, actual or prospective Bidder or Be®p in connection with a solicitation, suspension or

debarment may protest to the Purchasing Manager.

D. Process

1. Notification
The Purchasing Division shall post all recommendations of award available for review by the General
Public on the Highlands Countyebsite. Vendors who submit a Bid or Proposal, or who are being
suspended or debarred, will be notified byraail.

2. Notice of Intent to File a Protest
Any person adversely affected by an intended decision or action with respect to the initial award on
any Irvitation to Bid or Request for Proposals or with respect to any suspension or debarment shall
file a written notice of intent to file a protest. That notice of intent to file a protest must be filed with
the Purchasing Manager or his or her designee rer lditan four o'clock (4:00) p.m. on the third (3rd)
workday following the amailing date of the notice of the recommendation of award, suspension or
debarment. In addition, a protest bond in the form of a refundable cashier's check in the amount
of one thousand dollars ($1,000.00) payable to the Highlands County Board of County Commissioners
must be delivered with that written notice of intent to file a protest. The notice of intent to file a
protest shall identify the action being protested, state thasis of the protest, and clearly state that
its purpose is to serve as the notice of intent to file a protest. Failure to clearly state the purpose of
the notice and basis of the protest or failure to deliver the cashier's check payable to the Highlands
County Board of County Commissioners in the amount of $1,000.00 shall constitute a waiver of the
right to seek any remedy provided under the protest procedure.

3. Tolling theRecommendation of Award
Upon the receipt of a timely notice of intentto fle apréda d ' yR OF aKASNR& Ol
requirements of thisSection, the Purchasing Manager shall toll the recommendation of award,
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suspension or debarment. Should the protesting person or entity withdraw their notice of intent to
protest without having ifed a written protest, the $1,000.00 protest bond will be refunded in full.
That is the only reason the County will refund the protest bond. If during the time the
recommendation of award is tolled, the Purchasing Manager determines that an Emergeoakggeu

is necessary, as defined in the Purchasing Manual, action may be taken to obtain the necessary goods
or services.

Written Protest

Any person who has timely filed a notice of intent to file a protest, as described igeittisn, shall

file a formalwritten protest within ten (10) calendar days after the date of filing of the notice of intent
to file a protest. Any amendment to the formal written protest shall be in writing and delivered to the
Purchasing Manager within ten (10) calendar days afilngf the formal written protest. No
amendments to the protest will be allowed after that ten (10) calendar day period has expired. The
formal written protest shall contain the following:

a. County Invitation to Bid or Request for Proposals identificationlemand title (if applicable).
b. Name and address of the department/division affected.

c. The name and address of the protesting person or entity and the title or position of the person
submitting the protest for an entity.

d. A statement of disputed issues of neaial fact. If there are no disputed material facts, the
written protest must so indicate.

e. A concise statement of the facts alleged and of the rules, regulations, statutes, ordinances,
and constitutional provisions entitling the protesting person or ertityhe relief requested.

f. A statement of the relief sought by the protesting person or entity.

g. Such other information as the protesting person or entity deems to be material to the issue.

Protest Meeting

The Purchasing Manager shall notify the protestiegson or entity and other affected persons and
entities and schedule a meeting of the Protest Committee, which shall be made up of three (3)
members consisting ad Director (from other than the User Department / Divisioa) his or her
designee that isnot associated with the projecthe Assistant County Administrator or his or her
designee, who will serve as the Chairperson, and the Business Services Director or his or her designee.
The County Attorney or his or her designee shall be present and atieigerotest Committee. The
Protest Committee shall meet to hear and consider the protest within fourteen (14) workdays after
receipt of the formal written protest. The meeting date may be extended if the formal written protest
is amended as provided irapagraph d of thisgection or due to scheduling conflicts. The extension
shall not exceed fourteen (14) workdays. The protesting person or entity and all other affected
persons and entities will be notified of the date and time of the meeting and wildwsed to be
present at the meeting. At the meeting, all affected persons and entities will be allowed the
opportunity to present to the Protest Committee. The affected persons and entities may be
represented by the person of their choice. The Puratgadilanager or his or her designee shall
present the background of the protest to the Protest Committee. The purpose of the protest meeting
is: (i) to hear the presentations of the affected persons and entities; (ii) to hear testimony of witnesses;
(iii) to ask questions and review the basis of the protest; (iv) to evaluate the facts and merits of the
protest; and (v) to gather information in order to submit a recommendation to the County
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Administrator. During the meeting, the Protest Committee may asksiioms of all affected persons
and their representativesThe agenda for the protest meeting will be:

a. The Purchasing Manager will present the background as to why the recommendation for
award was made or why the vendor is being suspended or debarred.

b. Theprotesting person or entity or their representative will present the information and law
supporting the protest.

c. The other affected parties or their representative will be given the opportunity to present the
information and law supporting their positions with respect to the protest.

Protest Committee Recommendation
The Protest Committee will make its recommendatim writing, to the County Administrator within
five (5) workdays after the protest meeting.

Action by the County Administrator

The County Administrator will review the record and recommendation within ten (10) days after
receipt of the recommendation.The County Administrator may conduct an evidentiary hearing if
there are disputed issues of material fact. That evidentiary hearing shall be held within thirty (30) days
after the County Administrator receives the recommendation of the Protest Commifthe.County
Administrator will make a decision, in writing, within ten (10) workdays after the review or the date
of the evidentiary hearing, whichever is later. The County Administrator's decision shall be final and
binding. No further protests of thection in question will be heard.

Calculation of Time

Ly OFtOdzZ GAy3d GKS GAYS LISNA2Ra& SadlofAaKSR A
Saturdays, Sundays or holidays adopted by the Board and any time period measured in calendar days
that falls on a Saturday, Sunday or holiday adopted by the Board shall be extended to and include the
first day after that time period that is not a Saturday, Sunday or holiday adopted by the Board.
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A. General
Forall formal competitive purchases oveb@000.00 the following requirements for-Kerify apply.

1. Definitions as used in this Section:

a. Employee assigned to the coatt ¢ An Enployee who was hired after November 6, 1986,
who is directly performing work, ithe United States, under a contract. Amfgloyee is not
considered to be directly performinwork under a contract if theniployee:

(i)  Normally performs support work, such as indirect or overhead functions; and
(i) Does not perform any substantial dutiapplicable to the contract.

b. Subcontract Any contract entered into by auScontractor to furnish goods or services for
performance of a contract or a subcontract under a contract. It includes, but is not limited to,
Purchase Orderand changes and modiéitions toPurchase Order

c.  Sulxontractor - Any supplier, distributor, vendor or firm that furnishes goods or services to
or for Contractoror another @ibcontractor.

d. United States- As defined in 8 U.S.C. 1101(a)(38), means the 50 States, the District of
Golumbia, Puerto Rico, Guam, the U.S. Virgin Islands, and the Commonwealth of the Northern
Mariana Islands.

B. Enrollmert and Verification Rquirements

1. TheContractormust be enrolled in & erify at time ofBid/RFPsubmittal, and theContractorshall use
E-Verify to initiate verification of employment eligibility of:

a. All new Enployees:

(i) If enrolled thirty (30) calendar days or more, tBentractorshall initiate verification
of employment eligibility of all new hires of tHgontractor who are waking in the
State of Florida, whether or not assigned to a contract, within three (3) business days
after the date of hire; or

(ii) If enrolled less than thirty (30) calendar days, within thirty (30) calendar days after
enrollment in EVerify, the Contractor shall initiate verification of employment
eligibility of all new hires of th€ontractorwho are working in the State of Florida,
whether or not assigned to a contract, withilree (3) business days after the date
of hire;

b. Employees adgned to a contract-or each Eployee assigned to a contract, tontractor
shall initiate verification of employment eligibility, to the extent allowed by th¥dEfy
program, within thirty (30) calendar days after date of contract award or withiirty (30)
days after assignment to a contract, whichever date is later.

2. TheContractorshall comply, for the period of performance of a contract, with the requirements of
the EVerify Program Memorandum of Understanding. Termination of@batractoQd a SY 2 NI Yy Rc
of Understanding and denial access to th¥&ify system by the Department of Homeland Security
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or the Social Security Administration or the U.S. Citizenship and Immigration Service is an event of
default under a contract.

3. Individuals previously verifiedThe Contractoris not required by this Section to perform additional
employment veriication using &/erify for any Eiployee whose employment eligibility was previously
verified by theContractorthrough the EVerify program.

4. Information on registratiorfor and use of the ®erify program can be obtained via the Internet at
GKS ' ®{® /AGAT SY&AaKALI YR LYYAINIGA2Y {SNBAOSQa

Subcontracts
TheContractorshall include, and shall require the inclusion of, the requirements of #ad, including

this paragraph pertaining to subcontracts (appropriately modified for identification of the parties), in each
subcontract that includes work performed in the United States under a contract.
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SECTION 26. INSURANCE, BONDS AND DEPOSITS

A. General

B.

1.

The purmse of thisSection is to describe the responsibilities with regard to insurance and bonding in

the Purchasing process. Countgpartmentsk RA A dA2ya oK2 KF@ZS GKS N
LINE OdzZNBYSy ¢ O2y NI OGa | NS NI a leitio&isud afproprizte O2 2 N
insurance requirements in contracts.

Risk Management is responsible for determining the need, types, and limits of insurance coverage for
all County purchases, as well as the adequacy of insurance agents and companies provestangeco
on County projects.

For procurement of services and construction, and commodities that include any labor, the requesting
department/division will coordinate with Risk Management to determine the appropriate insurance
requirements to deliver to thePurchasing Division with the specifications for inclusion in the
Bid/ Proposal

Noncompliant insurance requirement issues will be resolved jointly with the requesting
RSLI NLYSYUGkRAGAAAZ2YS wAadl alyl3SySyd:z ofide s t dzZNDO
appropriate.

The Project Manager will maintain certificates of insurance for the life of the project.

In the event that insurance coverage should lapse, the Project Manager will notify the requesting
department/division, which will work withi K S/ 2 dzy (i &Offide and RSB/ Nadag@ement to
resolve the matter.

Bonds and Deposits

1.

Payment and Performance Bond

A payment and performance bond in the form of the public construction bond provided in Florida
Statute 255.05 is required on all construction projects exceeding $200,000. Additionally, the
Purchasing Division may require a payment and performance bond wheneemed to be in the

best interests of the County to ensure that a contract is carried out in accordance with the applicable
specifications and at the agreed contract price.

AlternativeForms of Security

For construction contracts that are for $200,000 or less, the Board may al@omtactorto submit

Fy FTEfGOGSNYIFGAGS FT2N¥ 2F aSOdaNAdGe Ay (GKS FT2N¥ 27
letter of credit, or alternative securities of ¢htype listed in part Il of Chapter 625, Florida Statute, in

lieu of a payment and performance bond. Such alternative forms of security shall be for the same
purpose and shall be subject to the same conditions as those applicable to the bonds requimed by

Bid Proposaldocument. The determination of the value and acceptability of such alternative forms

of security shall be made by thRisk Management Coordinator

Bid Bondor Guaranty of Good Faith Deposit

The Purchasing Division may requiiddess to submit with theirBid Proposak Bid Bondr guaranty

of good faith deposit in the amount specified the Bid/Proposal documenBid Bond will be
effective for the time theBid/ Proposalis effective. Any check or money order will be retained for the
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same period.

Amount of Bond or Deposit
Required bonds or deposits generally range in the following percentile:

a. Performance Bond: 25% of the annual price to 100% of contract price.
b. Payment and Performance Bond: 100% of contract price.

c. Bid Bondor Guarany of Good Faith Deposit: At the discretion of the Purchasing Division but
generally 5% of th8idprice.

Processing of Bonds and Deposits

a. TheBiddershall be responsible for providing the bond or deposits. Any costs may be included
in the contract price.

b. The surety company issuing any surety bond for a project must fulfill each of the provisions
aGFrGSR Ay Ct2NARI {GF{dziS HyTPdPndop YR GKS
bonding limits. The bond must be signeddn agent registered with thBivisionof Insurance
as an agent for that surety company. The surety company must also provide a current Power
of Attorney authorizing the agent to bind the surety company.

c. Allperformancebonds accepted shall recorded by the Contractor at the Highlands County
Clerk to be filed in the official records of the Board.

d. Inthe event aBidderfails to provide an acceptable bond within ten (10) calendar days after
notification, the Board may rescind the award andterminate the contract and may retain
any good faith deposit and require payment of &ig Bondor guaranty that may have been
submitted.

e. Ifan ITB or RFP specifies that a good faith deposit shall be made by way of a certified check
accompanying theBid or Proposal the Bidder or Proposermay submit a certified check,
OF aKASNDRa OKSO1= UGNBI adz2NENNDa OKSOl 2NJ ol y
Florida Statute 255.051). Such deposits shall be retained by the Highlands Clerk of Courts as
clerk and accountant of the Board until all provisions of the contract have been satisfied.
Personal checks, business checks, and cash deposits are not acceptable.

f. Upon Award, fulfilment of all posiward requirements, and request of thRidder, the
PurchasingDivision shall notify the Clerk of Courts, County Finance to return deposits to
unsuccessfuBidders.
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SECTION 27. OWNERDIRECT PURCHASE PROGRAM

A. Policy

It shall be thepolicy of the Board thaimaterials equipmentandor servicedor use in public works projects
be purchased by the County directly from the dealer so as to qualify for the sales tax exemgicolidance
with Florida Statute 212.08(6) and Rule 12894 Florida Administrative Code, as they may be amended from
time to time.

B. Definitions

1.

Contractor- one that supplies and installs tangible personal property that is incorporated into or
becomes a part of a public facility pursuant to a public works contract with a governmental entity
SESNOA&AY3T AdGa | dziK2NRGe Agotddbor| R Sz yl2 (LIdeo/fOX @
that provides tangible personal property that will be incorporated into or become part of a public
facility if such property will be installed by another party. A person that provides and installs tangible
personal propety that is freestanding and can be relocated with no tools, equipment, or need for
adaptation for use elsewhere is noGontractorwithin the scope of this procedure.

Public works projects for public use or enjoyment, financed and owned by the Coumtwhich

private persons undertake the obligation to do a specific piece of work that involves installing tangible
personal property in such a manner that it becomes a part of a public facility. For purposes of this
procedure, a public facility includesyatand, improvement to land, building, structure, or other fixed

site and related infrastructure thereon owned or operated by the County where governmental or
Lldzot AO I OGABAGASE FNBE O2yRdzOGSR® ¢KS &SNl &Lz
improvement, or construction of real property and fixed works, although such projects are included
within the term.

C. Procedure

1.

Decision to utiliz&®©wnerDirect Purchase PrograRrior to Issuance of Solicitation

Prior to issuance of solicitation documents, the Purchasing Manager and Project Manager may
mutually determine that it is in the best interests of the County to purchase all or a portion of
materials, equipment and/or services directly from a vendor or nfacturer, rather than having the
primaryContractorpurchase these items. This would enable the County to qualify for exemption from

the state sales tax and eliminate any additio@ntractor markup that is computed based on
inclusion of the salestaxt Ly 3dzZt 3S NBf FGAy3a G2 GKS /2dzyieQa 2L
the ITB or RFP solicitation document. Should the County decide to pursue this option, the contract
shall be prepared, indicating generally what items, materials and/or serviegSahnty will purchase

directly. A requisition and subsequdntirchase Ordewill be issued to the appropriate vendor.

Decision to utiliz@®wnerDirect Purchase PrograRost Contract Execution
In the event that a decision is made by the County to dirqmilichase some or all of the materials
equipmentand/or services after a contract has been executed, the following procedures shatl apply

a. TheContractowill provide the County detailed scoping and pricing for items with a minimum
value of $5,000.00, fatirect material purchase.

b. A change order to the contract will be prepared by the Project Manager. The change order
shall identify the items for removal from the contract and the corresponding price adjustment.
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A change order to th®urchase Ordewill beinitiated by the Project Manager. The original
Purchase Ordewill be reduced by the amount of the associated direct purchase item(s).

The department/division will create an online requisition for the appropriate supplier,
subcontractor or other party wih whom the County is contracting for the purpose of the
direct purchase tax exemption. If tli&ontractorhas sourced and confirmed pricing for the
materials, it will not be necessary ftive department/divisiorto obtain quotes.

The change order idenigd in a and b of this paragraph will be attached to the requisition,
along with a properly executed Certidite of Entitlemen{APPENDIX 1& accordance with
Florida Statute 212.08(6).

The Contractorwill be responsible for the materials units that are incorporated into the
LINE2SO0G yR gAff LIzNOKIFaS F'yRk2NI KI @S | YLI ¢
purchased by the County for the project.
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SECTION 28. FEDERAL FUNDS

A. General

1.

When the procurement involves federal assistance or the expenditure of federal funds, the
procurement shall be conducted in accordance with any mandatory apmidableral laws and
regulations.

and

Contracting with small and minorifyms, women's business enterprises and labor surplus area firms.

Whenever the County will receive or anticipates seeking federal funds under the Stafford Act as
reimbursement for or any other form of payment or contribution toward a County contractajegt,

the County and any party contracting with the County for such work shall take all necessary affirmative
steps to assure that minority firms, women's business enterprises, and labor surplus area firms are
used when possible.

Affirmative steps shalhclude:

a. Placing qualified small and minority businesses and women's business enterprises on
solicitation lists;

b. Assuring that small and minority businesses and women's business enterprises are solicited
whenever they are potential sources;

c. Dividing total equirements, when economically feasible, into smaller tasks or quantities to
permit maximum participation by small and minority business, and women's business
enterprises;

d. Establishing delivery schedules, where the requirement permits, which encourage
participation by small and minority business and women's business enterprises;

e. Using the services and assistance of the small business administration and the minority
business development agency of the depaent/division of commerce.
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SECTION 29. VENDOR EVALUATION

A. General

1. Itis important that evaluations dfontractos that have performed work for the Board be completed
in order to document the level of their performance. It is important, both for the Board and the
Contractor to have a mechanism to record the leeélperformance which will be used as a basis for
determining eligibility for future work.

2. The evaluation is mandatory for all projects (services) 086r@#0.00 and must be completed within
30 days of final project completion.

3. The evaluation is optioridor all projects below $0,000.00

4. The evaluations may be completed for any phase of the project. It is suggested that an evaluation be
completed at the fifty (50) percent completion milestone and at substantial completion.

B. Procedure

1. It is the responsitity of the Project Manageor the Capital Project Manager is appropridte
complete the Vendor Evaluation forfAPPENDIX 19he completed form must be sigd by the
Project Manager, the DepartmentDNS O 2 NE Yy R GKS / 2dzyi& ! RYAYA3
immediate supervisor is the County Administrator, two (2) signatures are acceptable.

2. The results of the completed evaluation will be provided to thecRasing Division and maintained
in the vendor file.

3. The vendor will be provided a copy of the evaluation by the Purchasing Division. Satisfactory results
may be provided by-enail. Unsatisfactory results shall be provided by certified mail.

4. IftheContractora Q 2 @SNIF £ € LISNF2NXIF YOS Aa 02y Of diRe$SR | a
year period, the vendor may be suspended fr8mding for up tofive (5) years at the discretion of
the County Administrator.

C. Disputes
1. If the Contractordisagrees \th the evaluation, they shall have seven (7) workdays from the mailing
date of the evaluation to rebut the evaluation.

2.  Aletter must be sent to the Project Manager outlining the points of disagreement.

3. The Project Manager will review the evaluation witte Purchasing Manager and the Department
Director and a finding will be sent to tHéontractoreither upholding or revising the evaluation. This
decision will be final and the score may be used to determine iCinatractoris a responsibl&idder
for future projects with the County.

4. If the Contractordoes not dispute the evaluation within the seven (7) day period, the evaluation will
be deemed acknowledged and the score will be used accordingly.

5. The results of the completed evaluation and disputes wiliMantained by the Purchasing Division.
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SECTION 30. SUSPENSION AND DEBARMENT

A. Authority
TheProjectManager mayequest from the County Administrator suspend or debar, for cause, the right of

a vendor to be included in a vendor database andBialor response from that vendor may be rejected.

B. Suspension
A vendor may be suspended for a period not to exceed two (2) years, as determined@®guitiy

Administratorupon adequate evidence of any of the following:

1. The vendor defaults or fails to fully mply with the conditions, specifications or terms oB#,
guotation, Proposabr contract with the County.

2. The vendor commits any fraud or misrepresentation in connection with a vendor registration,
Affidavit of W/IMBE DesignatioBid, quotation,Proposabr contract with the County.

3. The vendor is charged by information or indictment with the commission of a criminal offense in
connection with obtaining or attempting to obtain a public or private contract or subcontract or in
the performance of apblic or private contract or subcontract.

4. The vendor is charged by information or indictment with embezzlement, theft, forgery, bribery,
falsification or destruction of records, receiving stolen property, or any other offense indicating a lack
of businessdntegrity or business honesty. If the charges are dismissed or the vendor is found not
guilty, the suspension shall be lifted automatically upon written notification and proof of final
disposition provided to the County by the vendor.

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

6. The vendor violates the ethical standards set forttoral, state or federal law.

7.  Any other cause the Purchasing Manager determines to be so serious and compelling as to materially
and adversely affect the present responsibility of the vendor as a govern@emtractor including
but not limited to suspensio by another governmental entity for cause.

Or

8. Unsatisfactory result of vendor evaluation.

C. Permanent Debarment
A vendor may be permanently debarred for any of the following:

1. Default or failure to fully comply with the conditions, specifications, drawingteons of aBid,
Proposabr contract with the County

2. Conviction in a court of competent jurisdiction for commission of those offenses stated in paragraphs
3 and 4 of subsection B of this Section, in connection with the vendor's commercial enteiptise.
conviction is reversed through the appellate process, the debarment shall be removed upon written
notification and proof of final court disposition from vendor to the County.
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D.

Disputes

1.

If the Contractor disagrees with the evaluation, they shall heexeen (7) workdays from the mailing
date of the evaluation to rebut the evaluation.

A letter must be sent to the Project Manager outlining the points of disagreement.

The Project Manager will review the evaluation with the Purchasing Manager the Department
Director and the County Administrator, a finding will be sent to the Contractor either upholding or

revising the evaluation. This decision will be final and the score may be used to determine if the
Contractor is a responsible Bidder for future projectthvhe County.

If the Contractor does not dispute the evaluation within the seven (7) day period, the evaluation will
be deemed acknowledged and the score will be used accordingly.

The results of the completed evaluation and disputes will be maintaingdébfPurchasing Division.
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SECTION 31. CONTRACT ADMINISTRATION

A. General
Contract Administration is a broad term that includes all administrative functions related to contracts.

Contract Administration includes the development of the initial specifications, participation in the issuance
of the Invitation toBidor Request foProposas, contract development and implementation, measuring
contract completion and compliance, and approving paymentss SEation serves to guide thenfiployee
managing the contract, also referred to as the Contract Administrator.

B. Definition
A contrat¢ is an agreement with specific terms between two or more persons or entities in which there is a
promise to do something in return for a valuable benefit known as consideration. A contract represents an
agreed upon legal obligation by each party to tlatract. The mutual promises exchanged by the parties
represent the consideration, which entitles each party to rely on the promise of the other.

C. Highlands County Contracts
A contract is formed following the decision to accept a QuBidpr Proposal Ths decision is often

NEFSNNBR (2 +Fta G4KS al gl NRE YR OFly 2yfe 6S YIRS o
15. The award of a QuotBjdor Proposals documented by one of the following:

1. Purchase Order
APurchase Ordés a contract and requires administration. Tlgrchase Ordencludes all terms and
conditions contained on thBurchase Ordewith standard t
SN¥a IyR O2yRAGAZ2YA 2y (KS / 2 dBdorPQposakABuwchdsel SO |
Orderdoesnot require all of the formalities in terms of review and execution that are required for
formal written contracts.

2.  Formal WrittenContract
A formal written contract will normally be required for service awards (including construction awards)
exceeding thelimit described in Section 15 or when deemed necessary by the requesting
department/division, the Purchasing Division or the County Attorney, based on the complexity of the
goods or services being procured. The contract should incorporate all relevam texd conditions
contained in the Invitation t@idor Request foProposat and the responsivBidor Proposalto the
extent agreed upon by the parties to the contract.

D. Changes related to existing Contracts

1. Unilateral changes
A unilateral change is magmirsuant to a contract provision giving the party making the change the
right to do so. Examples include contractual provisions allowing a party to change the name and
contact information for its project manager, the right to increase or decrease thébruwi units of
a product to be delivered, and the right to change the level of service being received. The reason that
the changes are unilateral is that, pursuant to the express terms of the contract, the party making the
change has the right to do s@.ypically, when the County has the express right within the terms of a
contract to make unilateral changes, those changes are made by County staff in the administration of
the contract. Those changes are typically made by some form of notice. In thefcashange in
the designated project manager or contact information, a notice delivered pursuant to the
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contractually required notice provisions is typically used. For changes in quantities or other
performance requirements the notice may take the foofra change order. Deductive change orders

that do not change the Board approved outcome and additive change order(s) or unit modification(s)
authorized for any contract, that do not exceed the current SeBlieidhreshold as established by the

Board andi KI &G ' NB @gAGKAY GKS LINRP2SOGQa 0dzZRISGSR |
submitted in writing to the County Administrator, Assistant County Administrator, or Purchasing
Manager, via the County Engineer. Neither a Project Manager nemeamnagemay be the approving
authority.

Bilateral Changes

A bilateral change is a change in the terms of a contract that must be agreed upon by all parties to the
contract to be effective. These changes are typically made by an amendment to the contract which
must be signed on behalf of the County by the person authorized to make the change. Typically that
is the Board of County Commissioners except to the extent that the Board has delegated the
purchasing authority to its staff and the change is within thepscof the delegation.
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SECTION 32. FISCAL YEAR END

A.

Requisitions andPurchase Ordey

To provide sufficient time to complete requests furchase Orderprior to fiscal yeaend close, no
additional requisitions will be accepted by the Purchasing Division duringshten (10) calendar days of
the fiscal year. Exceptions will be granted for emergencies as outlined in Section 13.

Invoice Processing

All outstanding invoices for goods received or services rendered on or before September 30th should be
obtained,res s SR> YR I LIWINRBGPSRE YR F2NBI NRSR (2 GKS [/ f¢
immediately following the close of the fiscal year. If for any reason a department/division is unable to

process payment on goods received or services rendered through Sept&dthewithin 50 days after the
Oft2asS 2F GKS FTAaO0OFt &SINE GKS RSLINIYSYGKkRAQDGAAAZY
that the transaction is properly recorded for fiscal year end purposes.

Interdepartmental Purchases

All reimbursement requests for interdepartmental purchases for goods or services occurring on or before
September 30th should be completed, approved by the providing and requesting department/division, and
F2NBIF NRSR (G2 GKS [/ t SNJ edately falddngdayidiclosé 8f the fseadlyedi YSy i A Y

Physical Inventory

As part of the yeaend close out process, a physical inventory of all warehouse stock is required. The Road

and Bridge Department will coordinate the date and time with all applicabpaudment/divisions. The
LIKEaAOrt Ay@Syia2NEB gAft 0SS O2yRdzZOGSR dzy RSNJ GKS & dz
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SECTION 33. PROPERTY CONTROL, RECEIVING, AND DISPOSITION

A.

Definition
Property shall be as defined in Florida Statute 274608 S ¢ 2 NIR NIk € NP | & Seadgn@&Bansh Yy (0 K A
fixtures and other tangible personal property of a raansumable nature.

Property Control.
¢KS w2IR YR . NAR3IS 5SLINIYSYd FyR GKS /fSNyJQa ht¥
inventory control pocesses pursuant to Florida Statutes 274.02 and 274.03, and the procedure below.

Specific Roles
1. The Road and Bridge Department shall, for all Board department/divisions:

a. Require that an Acquisition/Disposition Form is completed for all new property aad th
disposal of property.

b. Require that an Acquisition/Disposition Form is completed for all changes in property,
including changes in custodian.

c.  Conduct annual physical inventory inspections.

d. Issue property tags.

2. ¢KS /fSNJ]Qa ! 002 dzy (i A yhdintahSallbther iNf@nyfaiion MIEhO #xedRagset I Y R
database for all asset classes and offices, as noted below:

a. Clerk of Court

b. Board

c. Health Department
d. Property Appraiser

e. Supervisor of Elections
f.  Tax Collector
g {KSNAFTFTQAa hFTFFAOS 09IKEA WKSWHR FIHRND K dANDHXK I &R NHC

Purchasing Division are recorded by the Sheriff's staff in their separate fixed asset database)

Procedure

1. The procedure for inventory control shall be as described in Florida Administrative-Cadgible
Peasonal Property Owned by Local Governments (Chapter 8plI

2. An Acquisition/Disposition Report must be completed and submitted with the requisition for all
capital purchases. The responsibility for completing and submitting the report timely rests with the
user department/division, which shall also serve as the custodian of the property.

Receiving
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1. All orders must be delivered to the Road and Bridge Department unless authorized by the Purchasing
Division. If authorized, a department/division shall receivedgoor services within a reasonable time
at the place indicated on the complet&irchase Order

2. ThePurchase Ordemust be sent to each point of delivery (Road & Bridge Warehouse or requesting
department/division). All Purchase Order shall be placed in a "receiving file" by the
department/division pending delivery of the goods or services and should be reviewed weekly as to
status of order. When an item or service is received, the receiver shall inspect the goods and services
and usethe Purchase Ordeo:

a. Note any damage in the "COMMENTS" section on the bottom of the Receiving Report and on
the Bill of Lading;

b.  Confirm correct quantity and description and FILL IN QUANTITIES as Pardhase Order
If there is a shortage or discrepey in the goods received, the receiver must contact the
Purchasing Division on the same day as delivery or as soon thereafter as possible;

c. Note any discrepancies on tfirchase Orderand

d. Sign and return th®urchase Ordewith ALL delivery papers tbe¢ Warehouse for processing
by the next business day following delivery. In no circumstances may a department/division
hold aPurchase Ordewhile considering if it needs or wants the goods.

3.  Order Delay Procedure

a. It is the responsibility of the requestindepartment/division to inform the Warehouse
Manager or Buyer of any unreasonable delay in delivery.

b. Upon contact from the requesting department/division, the requesting department/division
will contact the vendor(s) regarding the delay in delivery. Tigeiesting department/division
shall keep the requesting Road & Bridge Department informed about the status of the order.
Contact of vendors by individual Road & Bridge Department must be kept to a minimum so
as not to create a communication problem betweéme vendor and the Requesting
department/division.

F. Tradeln of Tangible Personal Property (pursuant to Florida Statute 274.04 and the following procedure

1. The department/division will provide the Purchasing Division with complete information pertaining
to the property to be traded and type of equipment to be received in the proposed trade.

2. The Purchasing Division will request input from the County Administrator as to whether airede
appropriate.

a. Ifthe County Administrator approves a tratfe the Purbasing Division will prepare a memo
requesting permission from the Board of County Commissioners to trade in the existing

property.
b. NOTE: If the budget issue item that was approved includes information identifying the asset

will be used as a tradm, the above steps will be considered as approved and further
processing is not required.

3. Upon Board approval, the department/division will complete an Acquisition/Disposition Report and
send it to the Road and Bridge Department.
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4. Once the property has been tradedhe Road and Bridge Department will forward the
l OljdzA aAGA2Yyk5AaLIRaArAldAzy wSLERNI (2 GKS /7t SN] Qa
addition of property in property control records, as required.

G. Disposal of Tangible Personal Property
The dispsal of all Tangible Personal Property shall be in accordance with the applicable Florida Statutes,

generally Chapter 274, Florida Statutes, and the procedures defined therein and herein.

DISPOSAL OF COUNTY OWNED TANGIBLE PERSONAL PROPERTY

Surplus Items offered Rt Eanitarat items of Value
to Board e hroohE offered for sale by
Departments and Board toubge Aaslarad fixed price, auction or
Constitutional sealed bid to other
Officers for transfer. surplus and properly Governmental
disposed.*

Item Declared Surplus
by property

custodian.

=
The process can vary depending on value and marketability,

Property that is Items of Value Items of Value
without commercial y offered for sale by ? offered for sale by

value may be ) fixed price, auction or ESS fixed price, auction or
donated, destroyed, ) sealed bid to public. ‘ sealed bid to non
or abandoned. profit entities.

H. Surplus/Damaged/Non Usdb - Tangible Personal Property

1. If a depatment/division determines an item of tangible personal property of a ssonsumable
nature to be surplus for their operation, not usable due to age or technology, or damaged beyond
economical repair, the department/division shall submit to the Road andgBrDepartment an
Acquisition/Disposition Form for each item that is assigned an asset numbea &wplus Form
(APPENDIX 2fbr those items that have not been assigned an asset number.

2. The Road and Bridge Department will coordinate removal of property and store it until further
disposition is decided as outlidéelow.

3. The Road and Bridge Department will change the status in the Fixed Asset Database to record the
transfer of the property to the identified storage location.

4.  All surplus items having commercial value that have accumulated in storage over a geimoe will
be compiled into a list that will be distributed to all department/divisions of the Board and Elected
Officials to determine if there are any items that they would like to have transferred to their respective
department/division or Official. fe list shall disclose the value and condition of the property.
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5.  After selections have been made, the original list will be revised to reflect the remaining items in
storage. If any selected items are classified as tangible personal property, a Dispéasitiowill be
sent to the Clerk's Office.

6. A memo will then be sent to the County Administrator requesting permission from the Board to
conduct a twestep disposal process as follows:

a. Step 1. The items will be offered for sale at a public auction andRbad and Bridge
Department will advertise in a newspaper of general circulation in the County not less than
once per week for two (2) consecutive weeks for a Public Auction to be held. One of those
notices shall be published not less than one week nor nibam two weeks prior to the
auction. All items sold at Public Auction will be sold "AS 1S", "WHERE IS". Receipts will be
GFrttASR Ay | NBLRNI Ff2y3a gAGK | tAad 27F G
Office.

b. Step 2: The remaining itemmdll be offered for sale to other governmental agencies and-non
profit agencies for a fixed price.

7.  After the Public Auction, and after selections have been made by the other governmental agencies or
non-profit agencies, and the item(s) removed from thenitdist, the Road and Bridge Department will
ddzoYAO |y ! OljdAaAGA2yYk5AaLI2aAdA2y wSLERNIoao :
requesting governmental or neprofit agency.

8. Any items not sold at Public Auction or to other governmentara&ies or norprofit agencies and
determined to have no commercial value may either be disposed of at the County Landfill, given to a
non-LINBE FAG | 3SyOe 2NJ NBGdzNYySR G2 ad2Nr3S F2N GKS
discretion. Alistd | ff RA&ALIZaASR A0Sya ¢gAft oS asSyd G2 af

9. Inthe interests of efficient utilization of County storage facilities and avoidance of additional storage
costs for surplus items of no practical value, the Road and Bridge Superintendent maycadyioat
his/her discretion, request from the Board, permission to discard the items that have been
determined to have no value to the County and no commercial value, by disposal with least cost to
the County, i.e., existing refuse service, qoofit organization, County Landfill, etc. Follow up action
gAtt AyOfdzZRS (GKS adadzoYAaarzy 2F ! OljdzAaAldA2yK5AS3Z
for the disposal of the property.

Alternative Procedure for Disposal of Nemecyclable County Propéy Pursuant to Florida Statute 274.06)

1. The purpose of this subsection is for the disposal of all other surplus property except as noted in
preceding procedures.

2. If auser department/division determines that a usable property item(s) in this categonpisistior
their operation, the department/division shall submit a report of disposition to the Road and Bridge
Department. All items turned in at one time may be listed on a single report.

3. The Road and Bridge Department will coordinate pipkand store ituntil further disposition is
decided.

4. The Road and Bridge Department will change the status in the Fixed Asset Database to record the
transfer of the property to the identified storage location.
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All surplus items having commercial value that have accuredlet storage over a period of time will

be compiled into a list that will be distributed to all department/divisions of the Board and Elected
Officials to determine if there are any items that they would like to have transferred to their respective
department/division or Official. The list shall disclose the value and condition of the property.

After selections have been made, the original list will be revised to reflect the remaining items in
storage. If any selected items are classified as tangibleopatgroperty, a Disposition Form will be
sent to the Clerk's Office.

A memo will then be sent to the Board requesting permission from the Board to dispose of tangible
personal property pursuant to Florida Statute 274.06.

J. Disposition of Recyclables.

1.

Procedire

Various recyclables, such as white goods, batteries, ferrous metals, or other metals, including
aluminum, estimated by the Board to have a value of less than $5,000 shall be handled for sale in the
following manner:

a. Upon accumulations of a marketable amount of various recyclable items estimated by the
Board to have a value of less than $5,000, the Road & Bridge Superintendent and or County
Engineer or his/her designee shall have authority to negotiate by phone tihge# items at
the highest price quoted. A written confirmation of the competitive quote shall be submitted
to the Road & Bridge or County Engineer Division within 72 hours as verificatBiu of
submitted. A minimum of two (2) quotes shall be obtained pge of recyclable material, if
available. Documentation justifying less than two (2) quotes will be required upon
authorization of sale.

b. Due to the limited markets of our geographic area, two (2) quotes may not be available for
specialty recyclables shicas paper, glass, and oil. These items will be handled based on
volumes accumulated and the efficiency of the sale of these goods will be determined by the
Road & Bridge Superintendent and at times, by the County Engineer.

c.  With the lack of markets avaible for plastic and polystyrene products and the trucking costs
involved in transporting this low weight, high volume item, the availability of remuneration
for these items may not be possible. In this case, the County Engineer shall have the authority
to dispose of the recyclable items in a manner that will be beneficial to obtain maximum
recycling credits, thereby diverting items from the landfill process.

In such cases as compensation is available, market conditions shall be evaluated periodicallgto in
maximum revenue yields to the County.

Prices will include transportation of recyclables to end market. Consideration shall be given to overall
costs involved in transporting recyclable goods for the purpose of sale.

It shall be at the discretion of &h County Engineer and the Road & Bridge Superintendent to
determine the best value and efficiency in the sale of the recyclable items for the benefit of the
County's recycling program as a whole after the value determination is made by the Boardhifitess t
$5,000.00. Consideration shall be given to vendors based on but not limited to the following factors:

a. Revenue generated
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b. Cost of transportation to market
c. County's handling cost prior to sale
d. Volume required by vendor prior to acceptance of sale

e. Efficiency of vendor in removing items from County property

f.  Ability of vendor to handle more than one item to reduce cost in handling

K. Insurance
In accordance with Board policy, proof of liability insurance, in an amount to be determined on a case by

casebasis by the Purchasing Manager and the Risk Manager, will be required prior to authorization of sale of
any item requiring stationary equipment to be placed by the-bagk center on County property.

L. Notification

1. ¢KS /fSN] Qa hTTFA O salekahd docundeftatiofi Zhialk Be /giBeR prévitling $he O
following information:

a. SuccessfuBidder
b. Item(s) to be sold

c. Price per unit (Ib., ton, ea. etc.)

2. At the completion of the removal and sale of the materials from County premises, the Solid Waste
Division2 NJ § KS w2F R 3 . NAR3IS 5SLINIYSYyd &Kkttt LINBLI
report noting the volume of materials, price per unit, and total revenue to be received from the sale.
Complete records shall also be maintained in the Solid Waistsi@h and also the Road & Bridge
Department, depending which recyclable material is sold.
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SECTION 34. COUNTY OWNED SURPLUS LAND

A.

Policy
The sale or lease of real property will be in compliance with Florida Statutes 125.35, 125.37, 125.379 or

125.38 or Highlands Coty Ordinance 18.7-08 or as otherwise authorized by the Code of Ordinances,
Highlands County, Florida, and will be handled by the Purchasing Division.

Procedure
1. The property will be presented to the County Administrator for review and for consideraticsafe
or lease.
2. Upon approval by the County Administrator, the initiating party or the County Administrator will
present the property to the Board of County Commissioners for approval to sell or lease.

3. Upon Board approval, the Purchasing Division wilcpeal with the sale or lease of the property as
authorized by the Board pursuant to Florida law and Highlands County Ordinance.
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SECTION 35. FUEL CARD PROGRAM

A. General

1. The Fuel Card Program is designed to simplify the procurement and payment process for fuel
purchasest retail gas stations.

2. Departments will control the use of the Fuel @arassigned to and utilized byngloyees of the
Highlands County Board of County Commissioners (BCC) for purchasing fuel.

3. A number of unique controls have been developed for pinegram that does not exist in a traditional
credit card environment. These controls ensure that each card can be used only by authorized users,
for specific purposes, within specific dollar or quantity limits, and for a specific vehicle only.

4. The Fuel Gd Program intends to achieve the following:

a. To enhance productivity, by providing a single card that is accepted by a large humber of
national and local vendors.

b. To ensure adequate internal contsoare established within eactegartment/division that
procures fuel with Fuel Cards, so that they are used only for authorized purposes.

c. To have timely and meaningful management reports which detail and summarize periodic
activity

d. To ensure that the BCC bears no legal liability from inappropriate use of Fdsl Car

e. To provide a convenient method for purchases, consolidate payments, reduce transaction
costs, streamline processes, and capture spending information.

B. Authority

1. Procurement responsibility is delegated to the department/division, allowing an authorized
Cardholderto place an order directly with a vendor.

2. The Fuel cargirogram is applicable to those departments /divisiomso have selected vehicles to
use Fuel Cards for efite fuel purchases. The decision of when a Fuel Card is issued to a vehicle and
user and the established limitations will be as requested by the Department Director and approved
by the Purchasing Manager and/or the Card Program Administrator and County Administration.

3. The Purchasing Manager, or County Administrator has the authorigvicke Card privileges at any
time or for any reason.

C. Responsibility
1. Card User

a ¢KS CdzSt /IFINR FaaA3aySR G2 || @SKAOf Sz KIFa GF~
it and shall not be used for any other vehicle.

b. Each time a purchase is made with theeFCard, the Card User is to obtain a customer copy
of the charge slip, which will become the accounting document.
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Each Employee is responsible for the security of any Fuel Card in their possession. All
precautions shall be taken to maintain confideritiadi @ 2 F GKS /' NR ! aSNRa

Review monthly statement for validity of all transactions, and sign monthly statement
certifying charges, and submit to supervisor for review and approval.

2. Department Director

a
b.

o

5 @

J-

{dzo YAG | LINRPLISNI & $ESCERDOR Sa @deS ! dziKNRIAE (S RT ;
Reviews completed statements.

Notifies the Card Administrator of any violations or discrepancies.

b2iAFTASa GKS /FTNR !'RYAYAAUNIG2NI AT |y 9YLIX :

Notifies the Fuel Card Administratifra card is not needed anymore. Returns any cancelled
Fuel Cards to the Fuel

Card Administrator.
Reviews monthly invoices.
Assists resolving billing disputes.

Requests payment of monthly invoice by sending the general receiving report to the
Purchasing Dision for payment, not more than five business days after receipt.

Ensures compliance with all Fuel Card procedures.

3. Fuel Card Administrator

a
b.

o

The card Program Administrator is the Purchasing Manager.

Maintains the card management program.

Downloads thdnvoice, reviews it, and send it to thegpective department/division
Assist resolving billing disputes in necessary.

Submits received invoices to the Clerk of Courts Finance Department.

D. Assignment and Control of the Fuel card

1. Request for initial, addibinal or changes to Cards

a.

Requests for a new Vehicle Card(s) and/or Authorized User(s) or changes to existing Vehicle
/' NRa 2NJ ! aSNRA ¢ Af fReqoeSt foRRUE Gatdo BIS i dzBakfdhaiFiieR NH |
card User Agreemen(APPENDIX 23(APPENDIX 24 he form will be submitted by the
affected Department Director to the Fuel Card Program Administrator.

All requests for Vehicle Cards and/or Authorized Users must be approved by the Departm
Director, the Card Program Administrator and/or the Purchasing Manager and County
Administration.

¢KS /FNR tNRBANIY ! RYAYAAUNIXd2NI A& GKS t dzNDO
Accounts Payable/Receivable Division and kept current.
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2. Annualinventory of Fuel Cards
On an annual basis, the Card Program Administrator will provide a list of Vehicle Cards and Authorized
Uses to each affected epartment/division. The Card Program Administrator will then set up a
physical inventory date to verife list of Cards, the user list, and prepare a report on the results of
the physical inventory. Additionally, spot check inveigs, of partial or whole epartment/divisions,
may be held at any time and without prior notification.

3. Lost or Stolen Fuela@®s

a. Should an employee lose or have a Card stolen, it is the responsibility of the Card User to
immediately notify their Department Director and the Card Program Administrator of the loss.
Every effort should be made to locate the card.

b. To report a lostétolen card: The Card User must call Bank, Customer Service,-49300
0669 after efforts have been made to locate the card upon discovering that a Vehicle Card
has been lost or stolen. NOTEhis number is on every Card and help is available 24 laours
day.

c.  Failure to promptly notify the issuing bank of the theft, loss, or misplacement of the Fuel Card
could make the BCC and/or the Card User responsible for any fraudulent use of the card and
may result in loss of privileges and/or disciplinary actmmtfie Card User.

4. Transaction Approval / Unauthorized Use

a. If for any reason the Department Director questions a purchase, it is his/her responsibility to
resolve the issue with the Authorized Card User. If the Department Director is not satisfied
that the purchase was necessary and for Official Use, then the Card User must provide a Credit
Voucher and/or payment to the BCC.

b. The County Administrator will be responsible for resolving abuses by each Card User.
Appropriate disciplinary action will be taken agst any Card User who misuses their
privileges of up to and including dismissal. Should it be evident that an unauthorized purchase
was knowingly made; the County Administrator will determine what action will be taken
based on the fas presented by theDepartment Director and/or the Card Program
Administrator.

c. ¢KS /2dzyte& ' RYAYAAUNI 62N KFa GKS | dziK2NRGe@
the Fuel Card at any time for any reason.

5. Cancelled Cards
Fuel Cards canceled for any reason shall barretd to the Fuel Card Program Administrator for
recording, destruction and/or submission to the card issuer

6. Audits and Reviews

a. The Fuel Card Program Adisitnator may randomly review aILJF NI YSYy G K RA @A & /
activity, usage, and receipt retention foompliance with these and other directives.

b. The Clerk's Office may conduct random audits on card activity and usage and receipt retention,
reconciliations, compliance, etc.

Use of Fuel Card
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1. Personnel

a.

Only Employees who are on duty and are assigned togbgective vehicle shall use the Fuel
Card assigned to the vehicle.

Loaning the Fuel Card to someone or giving them the card number to use to make a purchase
gAff NBadzZ G Ay RAAOALI AYLINEB OGA2Y Ay | 002
Reguations.

2. County Fuel Purchases only

a.

b.

The fuel card is to be used to fuel county vehicles only.

The fuel card shall not be used for fuel for personal use. Any personal use will require
immediate reimbursement and will result in disciplinary action in acaoce with Highlands
/| 2dzyieéQa t SNE2YyYy St wdz Sa FyR wS3dzA FiA2yad

F. Documentation, Reconciliation and Payment Process

1. Documentation

a.

Each time a purchase is made with the Fuel Card, the Card User is to obtain a customer copy
of the charge slip, which will becontige accounting document.

If for some reason the Card User does not have documentation of a transaction to send with
the Invoice Report, he/she must submit an explanation to their Department Director that
AyOtf dzRSa GKS RIGS 2F LidzMdyKtheieSiE noYsBppddtiig v 0 Q.
R2O0dzYSyidal A2y o LyaidlyoSa 2F FNBIljdzsSyd I odza:
S5ANBOG2NE /I NR t NEINFY ! RYRA Y vesuliiNdaicelatibniof/ Rk 2
thedS LI NIl YSY Gk RA @A & A 2p/iilegest YRk 2NJ | aSNR& / I NR

2. Payment and Invoice Procedures

a.

Each @épartment/division will request #urchase Ordeannually. Monthly, the Purchasing
Division will download the eleginic Invoice and send to eackghrtment/division. Once the
Department Director hasompleted his/her review and approval of the Monthly Fuel Card
Purchase RepoffAPPENDIX 2&nd invoices, they will send a General Receiving Report to
Purchasingg Af f GKSy t dZNOKFaAy3a gAtt F2NBFNR G2
Division.

¢tKS +SyR2NIDa alfSa NBEOSA LI eifiganitodeé stapled Yodba (i 0 ¢
dSLI NI YSYGkRAGAAAZ2YQa LY@2A0S whieidentdiFaluge ( KS
to keep adequate receipts will lead to the loss of Fuel Card privileges. If receipts are lost,
attach an explanation in accordance wibction 1.b above

The Fuel Card affiliated Bank will provide electronic billing Account Summpoyt Red

Invoice Report to the Fuel Card Program Administrator at the end of each billing cycle. Copies
of each report wil be sent to the participating epbartment/division for their issuance and
processing of a General Receiving report, as describéd$1t . 2 F NRQ&a t dzZNOKI a A
Invoice Report will have a listing of all items processed within the billing cycle.

¢KS 5SLINIYSYydG 5ANBOG2NI A& NBIljdzANBR (2 NBG
charge slips that should already be on hand am note any errors on the billing report by
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the amount to be paid. This process, including the submittal of a General Receiving Report to
the Purchasing Division tistake place within five (5) working days after receipt of the Invoice
Report. The Card Programdministrator will review each $ILJ- NI YSY Kk RA @A & A 2
WSLE NI adoYAlddrta o0ST2NB o6SAy3 aSyid G2 GK
process maynean denial of future card use.

The Card Program Administrator and/or their approved designee will be responsible for
reviewing completed General Receiversnir all cepartment/divisions, verifying approval of
purchases, resolving any questions on the pases, and processing General Receivers, as
AYRAOIFIGSR Ay GKS . 2FNRQAa | R2LIWGSR t dzNOKIF aAy
receipt from the Department Directors.

3. Disputes and Unauthorized Charges

a.

If a suspicious charge appears on an Invoice Repimet Department Director should first
attempt to verify the charge with records of purchase. If the Card User does not agree with
the charge posted on the statement, the Director and/or their approved designee must notify

the Fuel Card Program Adminigoaing NRA G Ay 33  dza A y 3A @AKESEA 205 SKLJF /NN
{GFrGSYSyG 2F 5A4LJziSR LGSYE TF2N¥YO I 02Lk ;
Invoice Report through the endf-month processing cycle. The issuer will research the
disputed chargend make the necessary adjustments.

Credit to Account When the issuer receives proper notification of a disputed charge, the
charge amount will be removed from the total owed by BCC and shown on the Vehicle
lylFrfeara wSLR2NI I+ a | disputedsidsidvgd tBeschakgd v@iNeither be K Sy
removed from the monthly statement (if the charge was impropmrtharged to the Card

I & S NfdmeR/division (if research shows the charge was valid).

Disputed items will be paid at the full amount. #edit will be received if dispute rules in
favor of the County. When the dispute is resolved the result will be shown on the Vehicle
Analysis Report.

It is essential that the time frames and documentation requirements established by the Fuel
Card Issuer & followed toLINB 1 SOG G KS / | R NIAYSSNKLIEK RIA VIR k3 2A NBJ
dispute. Dispute policies and procedures issued by the Fuel Card Issuer will be provided at
the time Vehicle Fuel Cards are issued to each Department Director.
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SECTION 36. APPENDIX
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APPENDIX 01.

LOCAL PREFERENCE AFFIDAVIT OF ELIGIBILITY

THIS FORM MUST BE SIGNED AND SWORN TO IN THE PRESENCE OF ANOTARY PUBLIC OR OTHER OFFICIAL AUTHORIZED TO ADMINISTER OATHS.

This sworn statement is submitted to

HIGHLANDS COUNTY BOARD OF COUNTY COMMISSIONERS

by

[Print individual's name and title]

for

[Print name of Company/Individual submitting sworn statement]

Whose business address is

(If applicable) its Federal Employer Identification Number (FEIN) is

(If the entity has no FEIN, include the Social Security Number of the individual signing this

Sworn statement):

LOCAL PREFERENCE ELIGIBILITY

A.

B.

C.

Vendor/Individual has had a fixed office or distribution point located in and having a street
address within Highlands County for at least twelve (12) months immediately prior to the
issuance of the request for quotation, competitive bids or request for proposals by the
County.

YES NO

Vendor/Individual holds business license required by the County, and/or if applicable, the
Municipalities:
YES NO

Vendor/Individual employs at least one full-time employee, or two part-time employees whose
primary residence is in Highlands County, or, if the business has no employees, the business
shall be at least fifty (50) percent owned by one or more persons whose primary residence is
in Highlands County.

YES NO

| UNDERSTAND THAT THE SUBMISSION OF THIS FORM TO THE PUBLIC ENTITY IDENTIFIED IN
PARAGRAPH 1 (ONE) ABOVE IS FOR THAT PUBLIC ENTITY ONLY AND, THAT THIS FORM SHALL
BE CONSIDERED PUBLIC RECORD.

[Signature and Date]

STATE OF , COUNTY OF
Subscribed and sworn before me, the undersigned notary public on this day of ,
20___.
NOTARY PUBLIC SEAL Commission Expiration Date
APPENDIX 02.
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HIGHLANDS COUNTY
BOARD OF COUNTY COMMISSIONERS

REQUEST FOR STANDARDIZATION OF EQUIPMENT

To: Purchasing Manager

From:

Department / Division Name

Date:

A written request is being made to exercise the Standardization Policy outlined in Section
8 of the Highlands County Purchasing Manual.

In accordance with the Standardization Policy, the requesting department must submit a
written justification that supports the request for standardization.

Iltem For Consideration:

Justification:

|:| Concur |:| Reject

Purchasing Manager Date
[l Approved |:| Denied
County Administrator Date
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APPENDIX 03.

HIGHLANDS COUNTY
BOARD OF COUNTY COMMISSIONERS
Purchasing Division

REQUEST FOR SOLE SOURCE PURCHASE

To: Purchasing Manager

From:

Department / Division Name

Date:

A written request is being made to exercise the Sole Source Procurement outlined in Section 9 of the Highlands
County Purchasing Manual. In accordance with the Sole Source Policy, the requesting department must submit
a written justification that supports the request for Sole Source.

Brief Description of Good or Service:

Supplier Name:

Supplier Contact Information:

CHECK ALL THAT APPLY (EXPLAIN REASONS BELOW):

Goods or services can be obtained from only one (1) supplier. Describe the unique characteristics of the product or
service.

Continuity of existing research/work

Compatibility with existing equipment

Critically important features (detail the features and your research of comparable items).

Must match existing piece of equipment available only from the same source of original equipment. Provide
documentation from supplier supporting that no other supplier can supply this.

Repair/Maintenance service requires expertise in operations on unit. Necessary parts unavailable from any source
except original equipment manufacturer or their designated servicing dealer. Provide explanation of expertise or
documentation supporting that this is the only designated dealer.

Repairs, replacement parts, or technical service available only from manufacturer or authorized distributor

Technical services in connection with the assembly, installation or servicing of equipment of a highly technical or
specialized nature. Provide explanation of services required and why another supplier cannot be used.

Uniqueness of a product (explain your research/work requirements and the relevance of the product).

a direct basis only. Provide documentation showing that this is the only supplier that sells the software or can perform
the upgrade.

Upgrade to proprietary software or hardware. Available only from the producer of the software or hardware who sells on

Use of this supplier is required by contract/agreement or granting or other governing agency. Please attach a copy of
the award page or requirement page referencing this requirement.

Other - Explain below

LIST EVIDENCE FOR JUSTIFICATION (SUCH AS COMMITTEE REVIEW, VENDOR FEEDBACK, ETC..)

|:| Approved |:| Denied

Purchasing Manager Date
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APPENDIX 04.

HIGHLANDS COUNTY
BOARD OF COUNTY COMMISSIONERS

REQUEST TO PURCHASE USED EQUIPMENT OR FROM AUCTION

To: Purchasing Manager

From:

Department / Division Name

Date:

A written request is being made to exercise the oprion to purchase from:

D used equipment

D from auction (new or used)

Item For Consideration:

Justification:

For all requests:

DApproved D Denied

Purchasing Manager

For all requests over $50,000.00:

|:| Approved |:| Denied

County Administrator

For all requests over $250,000.00:

D Approved D Denied

Chairman of the Board

Date

Date

Date
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APPENDIX 05.
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