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SECTION 1 - LIST OF DEFINITIONS 
 

SECTION 1. LIST OF DEFINITIONS 

A. Addendum:  
A written change to an Invitation to Bid or Request for Proposals during the solicitation process. 

B. Agreement: 
1. An understanding, 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 performance rendered in accordance with the conditions of the agreement. 

Agreements and contracts are sometimes used synonymously. 

2. A legally binding promise, enforceable by law.  

3. An agreement between parties with binding legal and moral force, usually exchanging goods or 

services for money or other consideration.   

C. Amendment:   
A written modification to the terms of a contract.   

D. Annual Bids:  
Repetitive purchases where the cumulative amount of purchases during any 12-month period is $50,000.00 

or less and unit prices can be established. 

E. Award:   
An award on a Quote, Quotation, Bid or Proposal for 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 goods and/or services in 

response to an Invitation to Bid. 

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

dollar amount. A blanket Purchase Order generally 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 of County Commissioners of Highlands County, a political subdivision of the State of Florida. 

I. Board Chairperson:   
The County Commissioner elected by the Board to serve as the Chairperson of the Board of County 

Commissioners. 
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SECTION 1 - LIST OF DEFINITIONS 

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

private incorporated or unincorporated legal entity. 

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

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

M. Change Order:  
A unilateral written order that is issued by the County directing the Contractor to change contract amounts 

or time within the scope of the contract and in accordance with ǘƘŜ ŎƻƴǘǊŀŎǘΩǎ ǘŜǊƳǎ ŀƭƭƻǿƛƴƎ ǳƴƛƭŀǘŜǊŀƭ 

changes by the County to be made without the consent of the Contractor.  

N. Construction:   
The process of constructing a building, structure, road, drainage facility or other improvements of any kind 

or altering, repairing, improving or demolishing any structure, building, or other improvements of any kind. 

O. Consultant Services:  
Any narrow discipline wherein a known practitioner has, through education and experience, developed 

expert advisory and performance skills as a vocation; 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.  For the purposes of these 

procedures, the term Consultant Services does not include those services defined and prescribed under 

Florida Statute 287.055. 

P. Contract:   
The same as Agreement, as defined herein.  

Q. Contractor: 
Any business entity having a contract with the Board of County Commissioners. 

R. Days:  
 Calendar days.  

S. Debarment:   
The exclusion for cause of a vendor or Contractor from Bidding, submitting Proposals or receiving a contract 

to do business with the County. 

T. Design-Build Firm:   
Any partnership, corporation or other legal entity that: 

1. Is certified under Florida Statute 489.119 to engage in contracting through a certified or registered 

general Contractor or a certified or registered building Contractor as the qualifying agent; or 
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2. Is certified under Florida Statute 471.023 to practice or to offer to practice engineering; certified 

under Florida Statute 481.219 to practice or to offer to practice architecture; or certified under Florida 

Statute 481.319 to practice or to offer to practice landscape architecture. 

U. Design-Build 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 of Florida. 

V. Design-Build Services: 
Services provided pursuant to a single contract with a design-build firm for design and construction. 

W. Design Criteria Package:  
Concise, performance-oriented drawings or specifications of a public construction project.  

X. Designee: 
A duly authorized representative of a person. 

Y. Disadvantaged Business Enterprise (DBE):  means a for-profit small business: 

1. That is at least 51 percent owned by one or more individuals who are both socially and economically 

disadvantaged or, in the case of a corporation, in which 51 percent of the stock is owned by one or 

more such individuals, and 

2. Whose management and daily business operations are controlled by one or more of the socially and 

economically disadvantaged individuals who own it. 

Z. Emergency Purchases:   
Procurement that is made in 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 includes immediate repairs that are needed to prevent further damage to 

public property, machinery or equipment. 

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

BB. Formal Written Quotation:  
A request for goods or services for which the specifications or scope of work can reasonably be defined and 

will not exceed $50,000.00. 

CC. Goods:   
Any tangible property other than real property. 

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

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



 
4 

SECTION 1 - LIST OF DEFINITIONS 

EE. Item: 
 A separate single unit, article, product, material or service. 

FF. May:   
Denotes the permissive. 

GG. Must:   
Denotes the imperative. 

HH. National Institute of Governmental Purchasing, Inc. (NIGP):  
A non-profit, educational and technical assistance corporation of public purchasing agencies and activities at 

the Federal, state and local levels of government.  

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

governmental. 

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

terms of 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 gaining economies of scale that they normally would not receive if 

they competed on their own.  

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

accordance with the laws, rules, regulations, and 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 defined herein, required 

by any department of County government regardless of the source of funds. 

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

architecture, or registered surveying and mapping, 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 acquisition of which is pursuant to 

Florida Statute 287.055. 

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

offered to satisfy the need requested in the Request for Proposals or Request for Information. 

NN. Purchase:  
The same as Procurement, as defined herein. 
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OO. Purchasing Card or P-Card: 
An instrument used to purchase goods or services in accordance with established procedures. 

PP. 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 terms relating to the transaction. Acceptance of a Purchase 

Order by a vendor shall constitute a contract. 

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

RR. Quotes:   
Any verbal or written informal offer to the County by a vendor to furnish specific goods and/or services at a 

stated price.  Quotes are authorized for purchases not to exceed $7,500.00. 

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

TT. Request for Proposals (RFP): 
A solicitation for Proposals for goods and/or services for which the scope of work, specifications or 

contractual terms cannot reasonably be closely defined. Evaluation of Proposals is based on stated criteria 

and the RFP shall state the relative importance of all evaluation factors.  Other factors may be considered as 

stated in the RFP. 

UU. Responsible Bidder, Proposer, Quoter or Respondent:   
A business entity that has submitted a Quotation, Bid, Proposal or response, which 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. 

VV. Responsive Bidder, Proposer, Quoter or Respondent: 
A business entity that has submitted a Quotation, Bid, Proposal or response that conforms to all material 

aspects of the solicitation, as determined by the County. 

WW. Services: 
The furnishing of labor, time and/or effort by professionals or Contractors, 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. 

XX. Shall:   
Denotes the imperative. 

YY. 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 marketplace. 
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ZZ. Specifications: 
A concise statement of a set of requirements to be satisfied by a product, material or process used in an 

Invitation to Bid or Request for Proposals to describe the goods and/or services to be purchased or 

otherwise acquired. 

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

BBB. Term Bids:  
Repetitive purchases where the cumulative amount of purchases during any 12-month period is $50,000.01 

or more and unit prices can be established. 

CCC. User Department/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 compilation by 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): 
A for-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 of a WBE, is at least 51 percent owned, operated, and controlled by one or more 

women, each of whom is a U.S. Citizen or legal resident 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% Asian-Indian, Asian-

Pacific, African American, Hispanic, or Native American.   

GGG. Women/Minority  Owned Business Enterprise Program: 
A program 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 
A centralized purchasing operation provides a single purchasing service from which all department/divisions 

can benefit. The advantages of centralized purchasing include: 

1. Avoidance of purchasing effort redundancy across departments. 

2. Achievement of economies through 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. Purpose of the Purchasing Manual 
¢ƘŜ ǇǳǊǇƻǎŜ ƻŦ ǘƘƛǎ tǳǊŎƘŀǎƛƴƎ aŀƴǳŀƭ όάaŀƴǳŀƭέύ ƛǎ ǘǿƻ-fold. First, it serves as the approved source of 

instruction on purchasing policies and procedures for the purchase, procurement, and acquisition of goods 

and services, and the disposition of property. Second, it serves as the official reference document on 

purchasing questions and issues. 

C. Scope 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 Services Director, County Administrator or the Board, as appropriate.   

D. Recommendations for the Purchasing Manual 
Board Employees are encouraged to make recommendations on sections of this Manual which, due to 

changing conditions, may require revision. Employees are also encouraged 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 Authority Regulations 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 the rules 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 Government-in-the-Sunshine law provides a right of access to governmental 

proceedings at 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 access. Virtually all 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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b. The Sunshine Law requires that: 1) meetings 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. 

c. The Sunshine Law applies to all discussions, deliberations, and formal actions taken by a board 

or commission. The 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. 

d. There are a limited number of exemptions which would allow a public agency to close a 

meeting. These include, but are not limited to, meetings of an agency negotiating team to 

discuss negotiation 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 litigation, and portions of collective bargaining sessions. In addition, 

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. 

e. Members of a public board or commission are not prohibited under the Sunshine Law from 

meeting together socially, provided that matters which may come before the board or 

commission are not discussed at such gatherings. 

f. All meetings of any board or commission of any state agency or authority or of any agency or 

authority of 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 official acts are to 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 of all such meetings. 

g. Evaluation Committee members and advisors are subject to the Sunshine Law.  During the 

evaluation process, the Evaluation Committee members shall not have any communication 

regarding any aspects of the topic with each other, unless the meeting was publicly noticed 

in accordance with the Law. The Evaluation Committee's staff is not subject to the Law; 

however, the use of staff as intermediaries in order to avoid face-to-face public meeting is 

prohibited.  

h. The Purchasing Division will provide training on the Sunshine Law to all Employees who serve 

on an Evaluation Committee. 
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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 purchasing manuals, policies, and procedures. 

A. Revisions and Distribution 

1. This Manual shall serve as a permanent, up-to-ŘŀǘŜ ƎǳƛŘŜ ǘƻ ǘƘŜ .ƻŀǊŘΩǎ ǇǳǊŎƘŀǎƛƴƎ ǇƻƭƛŎƛŜǎ ŀƴŘ 

procedures. 

a. Appropriate revisions may be made to all Sections of this Manual at the discretion of the 

Board. 

b. Sections 1, 4, 10, 17, 18, 19, 20, 21, 28, 29, 31, 33 and 35, all Procedure subsections, and the 

Appendices may be revised at the discretion of the 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. It is the responsibility of the Department Director to ensure that Employees involved in the purchasing 

process for their department/division are familiar with the purchasing policies contained herein and 

have access to the Manual. 

4. ! ŎǳǊǊŜƴǘ ŎƻǇȅ ƻŦ ǘƘŜ tǳǊŎƘŀǎƛƴƎ aŀƴǳŀƭ ǿƛƭƭ ōŜ ŀǾŀƛƭŀōƭŜ ƛƴ ǘƘŜ /ƻǳƴǘȅΩǎ DǊƻǳǇ bŜǘǿƻǊƪ ŀƴŘ ƻƴ ǘƘŜ 

/ƻǳƴǘȅΩǎ ǿŜōǎƛǘŜΥ www.hcbcc.net. 

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. Operational Administration and Enforcement 
Under the general guidance 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. Pre-Audit 
Pursuant to Florida Statutes, the responsibility for pre-audit 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 

ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ IƛƎƘƭŀƴŘǎ /ƻǳƴǘȅΩǎ tŜǊǎƻƴƴŜƭ wǳƭŜǎ ϧ wŜƎǳƭŀǘions. 

  

http://www.hcbcc.net/
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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 shall be 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. Provide 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 included in the vendor 

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 women and minority businesses to participate in the 

procurement process. 

7. Upon request of any Constitutional Officer of the County Administrator, 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 Board or management. 

B. Purchasing Division 
The role of the Purchasing Division is to serve all departments and Employees under the Board and in some 

cases the Constitutional Offices on purchasing matters and the disposal of real property.  The Purchasing 

Division shall: 

1. Develop purchasing objectives, programs, and operating procedures for the procurement and 

contracting of all goods and services for the Board. 

2. !Ŏǘ ŀǎ ǘƘŜ .ƻŀǊŘΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ƻƴ ŀƭƭ ƳŀǘǘŜǊǎ ǇŜǊǘŀƛƴƛƴƎ ǘƻ ǇǳǊŎƘŀǎƛƴƎΦ 

3. Assemble specifications in cooperation with the user department/division that are included in Formal 

Written Quotations, Invitations to Bid, Requests for Proposals 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 a single division or 

multiple divisions. 

5. Work with departments/divisions to establish 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 equitable 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 the 

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 current 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. As tƘŜ ŘŜǎƛƎƴŀǘŜŘ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ƻŦ ǘƘŜ .ƻŀǊŘΣ Ƙŀǎ ǎƘŀǊŜŘ ǊŜǎǇƻƴǎƛōƛƭƛǘƛŜǎ ǿƛǘƘ ǘƘŜ /ƭŜǊƪΩǎ hŦŦƛŎŜ ŦƻǊ 

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. Administer 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 delegate authority 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 under consideration 

for purchase must not be divulged until after a Purchase Order has been issued, except when 

regulations, laws or ordinances make such disclosures permissible or mandatory. 

3. Vendors must be afforded equal opportunities to provide quotes, quotations, Bids, or Proposals, so 

that all vendors can compete on equal terms. No "Bid shopping" 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 services should 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 to specifications 

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 and make 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 manufacturers, vendors, suppliers, agents, etc., 

who desire to be placed on a vendor list.  

1. A vendor will be placed in the vendor database after completing the online vendor registration.  

2. False representation on a vendor registration may subject the vendor to suspension or debarment.  

3. Only vendors in good standing will remain in the vendor database. Vendors who are suspended or 

debarred will be removed from the vendor database.   

E. Ethics 
The Purchasing Division adheres to the National Institute of Governmental Purchasing (NIGP) Code of Ethics 

as stated below: 

¶ Seeks or accepts a position as head (or Employee) only when fully in accord with the professional 

principles applicable thereto and when confident of possessing the qualifications to serve under 

those principles 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 integrity in all public and personal relationships in 

order to merit the respect and inspire the confidence of the organization and the public being 

served.  

¶ Believes that personal aggrandizement or personal profit obtained through misuse of public or 

personal relationships 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 as a professional 

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 other protected 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 NIGP - The Institute for Public 

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. 

B. Responsibility 
The Purchasing Division shall: 

1. Ensure nondiscrimination in the procurement process. 

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

C. Designation 

1. In order for a vendor to be designated as a W/MBE a valid W/MBE Certification from one 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 preference in the 

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

B. 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 Quotes, Bids or Proposals by the County; and 

2. Holding any business licenses required by the County, and/or, the municipalities, if applicable; and 

3. Employing at least one (1) full time Employee, or two (2) 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 (1) or more persons whose primary residence is in Highlands County. 

C. Notice 
Any procurement for purchases $50,000.01 or more by the County to which the provisions of this Section 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 or less, ƛǘ ƛǎ ǘƘŜ ±ŜƴŘƻǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ request Local Preference by 

submitting a completed Local Preference Affidavit with its quotation. (APPENDIX 01) 

D. Preference for Quotes and in 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 than $50,000.01) are received, and the 

lowest price is offered by an entity located outside of Highlands County, and a price is offered by a 

Highlands County Entity, and it is within five (5) percent of the lowest price offered, then the Highlands 

County Entity shall be given the opportunity to match the lowest price offered. If the Highlands County 

Entity agrees to match the lowest price is reached, the Highlands County Entity will be awarded the 

Quote if the Highlands County Entity is otherwise fully qualified and meets all Board requirements.  

2. When sealed Bids are received that do not exceed $250,000.00 and the lowest price is offered by an 

entity located outside of Highlands County, and a price is offered by a Highlands County Entity, and it 

is within five (5) percent of the lowest price offered, then the Highlands County Entity shall be given 

the opportunity to match the lowest price offered. If the Highlands County Entity agrees to match the 

lowest price is reached, the Highlands County Entity will be awarded the Bid if the Highlands County 

Entity is otherwise fully qualified and meets all Board requirements. 

3. When sealed Bids are received that are more than $250,000.00 but do not exceed $1,000,000.00, and 

the lowest price is offered by an entity located outside of Highlands County, and a price is offered by 

a Highlands County Entity and it is within four (4) percent of the lowest price offered, then the 

Highlands County Entity shall be given the opportunity to match the lowest price offered. If the 

Highlands County Entity agrees to match lowest price is reached, the Highlands County Entity will be 
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awarded the Bid if the Highlands County Entity is otherwise fully qualified and meets all Board 

requirements. 

4. When sealed Bids are received that are more than $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 County, and a price is offered 

by a Highlands County Entity and it is within three (3) of a percent of the lowest price offered, then 

the Highlands County Entity shall be given the opportunity to match the lowest price offered. If the 

Highlands County Entity agrees to match the lowest price is reached, the Highlands County Entity will 

be awarded the Bid if the Highlands County Entity is otherwise fully qualified and meets all Board 

requirements. 

5. When sealed Bids are received that are more than $2,000,000.00, and the lowest price is offered by 

an entity located outside of Highlands County, and a price 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 price offered. If the Highlands County Entity agrees to 

match the lowest price is reached, the Highlands County Entity will be awarded the Bid if the Highlands 

County Entity is otherwise fully qualified and meets all Board requirements. 

6. If more than one Highlands County Entities earn the opportunity to match the lowest price offered by 

an entity located outside of Highlands County, the Highlands County Entity with the next lowest price 

will be given the opportunity to match the lowest price first, and then the second closest price and so 

on. 

7. For all instances in 1 through 6 ŀōƻǾŜΣ ǿƘŜǊŜ ǘƘŜǊŜ ŀǊŜ ǘǿƻ IƛƎƘƭŀƴŘǎ /ƻǳƴǘȅ 9ƴǘƛǘȅΩǎ ǿƘŜǊŜ ǘƘŜƛǊ 

original prices offered are tied 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 seven-day 

deadline, which will be opened in a publicly noticed meeting.  

E. Preference in Proposals (Request for Proposals) 
For procurement in which a Request for Proposals is developed with evaluation criteria, a local 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 Request for Proposals and will be included in 

the evaluation criteria. 

F. Affidavit of Certification 

1. Any vendor claiming to be a Highlands County Entity shall deliver a written affidavit (APPENDIX 01) to 

the Purchasing Division. The affidavit shall certify, that the business meets the definition of a 

Highlands County Entity, shall provide all necessary information establishing that fact, and shall be 

signed under penalties of perjury.   

2. It is the responsibility of any vendor claiming to be a Highlands County Entity to include a copy of its 

affidavit with its Quote, Bid or Proposal.  

3. The Purchasing Division shall verify the accuracy of any such affidavit when determining whether a 

vendor meets the definition of a Highlands County Entity. 
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G. Exceptions to Local Preference Policy 
 

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, by assistance of any federal, state 

or local agency that disallows local preference. 

b. Purchases or contracts that are funded, in whole or part, by a governmental entity and the 

laws, regulations or policies governing such funding prohibit application of local preference. 

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

interlocal agreement. 

d. /ƻƴǘǊŀŎǘǎ ŦƻǊ ǇǊƻŦŜǎǎƛƻƴŀƭ ǎŜǊǾƛŎŜǎΣ ǇǊƻŎǳǊŜƳŜƴǘ ƻŦ ǿƘƛŎƘ ƛǎ ǎǳōƧŜŎǘ ǘƻ ǘƘŜ /ƻƴǎǳƭǘŀƴǘǎΩ 

Competitive Negotiation Act (CCNA) or 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 situations or for litigation related legal 

services. 

2. Application of local preference to a particular purchase may be waived upon written justification to 

and approval by the County Administrator. 

3. The local preference established in this policy does not prohibit or lessen the right of the Board of 

County Commissioners 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 Quotes, Bids or Proposals.  

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 ENTERPRISES) VENDOR 
PREFERENCE 

A. Policy 
Lǘ ǎƘŀƭƭ ōŜ ǘƘŜ ǇƻƭƛŎȅ ƻŦ ǘƘŜ .ƻŀǊŘ ǘƘŀǘ ²κa.9Ωǎ Ƴŀȅ ōŜ ƎƛǾŜƴ ǇǊŜŦŜǊŜƴŎŜ ƛƴ ǘƘŜ ǇǊƻŎǳǊŜƳŜƴǘ ǇǊƻŎŜǎǎΣ after 

local vendors were given preference, unless otherwise prohibited or waived by the County Administrator. 

B. Notice 
Any procurement for purchases $50,000.01 or more by the County to which the provisions of this Section are 

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

that purchase. 

CƻǊ /ƻǳƴǘȅ ǇǳǊŎƘŀǎŜǎ ϷрлΣлллΦлл ƻǊ ƭŜǎǎΣ ƛǘ ƛǎ ǘƘŜ ±ŜƴŘƻǊΩǎ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ǘƻ ǊŜǉǳŜǎǘ W/MBE Preference by 

submitting a copy of its certificate with its quotation. 

C. Preference for Quotes and in Bidding (Invitations to Bid) 
The vendor preference policy shall be implemented in the following manner: 

1. When Formal Written Quotes (more than $7,500 and less than $50,000.01) are received, and the 

lowest price is offered by a non-women or non-minority business enterprise located outside of 

Highlands County, and the next lowest price 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 offered. 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. 

2. When sealed Bids are received that do not exceed $250,000.00 and the lowest price is offered by a 

non-women or non-minority business enterprise located outside of Highlands County, and the next 

lowest price 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 offered. 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. 

3. When sealed Bids 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 non-women or non-minority business enterprise located outside of 

Highlands County, and the next lowest price 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 offered. 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. 

4. When sealed Bids are received that are more than $1,000,000.00 but do not exceed $2,000,000.00 

and the lowest price is offered by a non-women or non-minority business enterprise located outside 

of Highlands County, and the next lowest price is offered by a women or minority business enterprise 

that is within three (3) percent of the lowest price offered, then the women or minority business 

enterprise shall be given the opportunity to match the lowest price offered. If the W/MBE Vendor 
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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. 

5. When sealed Bids are received that are more than $2,000,000.00 and the lowest price is offered by a 

non-women or non-minority business enterprise located outside of Highlands County, and the next 

lowest price 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 to match the lowest price offered. 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. 

6. If more than one W/MBE Vendor earn the opportunity to match the lowest price offered by a non-

W/MBE Vendor, the W/MBE Vendor with the next lowest price will be given the opportunity to match 

the lowest price first, and then the second closest price and so on. 

7. For all instances in 1 through 6 above, where there are two W/MBE Vendors, where their original 

prices offered are tied 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 seven-day deadline, 

which will be opened in a publicly noticed meeting.  

D. Preference in Proposals (Request for Proposals) 
For procurement in which a Request for Proposals is developed with evaluation criteria, a W/MBE vendor 

preference of not more than five (5) percent of the total evaluation score will be assigned. The percentage 

that will be assigned for W/MBE vendor preference will be established prior to the issuance of the Request 

for Proposals and will be include in the evaluation criteria. 

E. Certification 

1. Any vendor claiming to be a W/MBE shall deliver adequate certification to the Purchasing Division 

(refer to Section 7). 

2. It is the responsibility of any vendor claiming to be a W/MBE to include a copy of its certification with 

its Quote, Bid or Proposal.  

3. The Purchasing Division shall verify the accuracy of any such certifications when determining whether 

a vendor meets the definition of a W/MBE. 

F. Exceptions to W/MBE Vendor Preference Policy   

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, by assistance 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 application of such preference. 

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

interlocal agreement.  
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d. /ƻƴǘǊŀŎǘǎ ŦƻǊ ǇǊƻŦŜǎǎƛƻƴŀƭ ǎŜǊǾƛŎŜǎΣ ǇǊƻŎǳǊŜƳŜƴǘ ƻŦ ǿƘƛŎƘ ƛǎ ǎǳōƧŜŎǘ ǘƻ ǘƘŜ /ƻƴǎǳƭǘŀƴǘǎΩ 

Competitive Negotiation Act (CCNA) or 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 situations, or for litigation related legal 

services. 

2. Application of the W/MBE vendor preference to a particular purchase may be waived upon written 

justification to and approval by the County Administrator. 

3. The W/MBE vendor preference established in this policy does not prohibit or lessen the right of the 

Board of County Commissioners 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 Quotes, Bids or Proposals.  

4. 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. 

5. This policy in no way supersedes the Local Preference Policy. 
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SECTION 8. STANDARDIZATION 

A. 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 economies and provides other benefits such 

as maintenance efficiency, spare parts consolidation or interchangeability. 

B. General 

1. Examples where standardization may be beneficial include, but are not limited to, information 

technology equipment, telephone and radio equipment, and firefighting equipment.   

2. Standardization of materials, equipment or services shall not be used as a means to circumvent the 

policies and procedures contained within this Manual. 

C. Authority 
The County Administrator has the authority to approve Requests for Standardization, following review and 

recommendation by the Purchasing Manager. 

D. Procedure 

1. To obtain approval for standardization of supplies or equipment, the requesting Department Director 

must submit a Request for Standardization (APPENDIX 02) to the Purchasing Manager.  The request 

must include sufficient justification.  Justification could be based on issues such as, but not limited to, 

purchase economies, safety considerations, training, and maintenance economies.  

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

3. Requests rejected by the Purchasing Manager will be returned to the requesting department/division 

and normal procurement procedures will be followed. 

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

for review.   

5. Requests rejected by the County Administrator will be returned to the Purchasing Division and normal 

procurement procedures will be followed. 

6. 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 specifications. The standard specification(s) shall be used to obtain Quotes, Bids or Proposals, 

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 and circumstances necessitate the need for a particular product or service, which is available 

from only one vendor. 

B. General 

1. Purchases of goods or services from a sole source are exempt from competitive procurement 

requirements upon approval of a Sole Source Purchase Request (APPENDIX 03). 

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

a. Only one product or service will produce the desired 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 product or services 

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. A request for a proprietary item does not justify sole source procurement if there is more than one 

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 Manager may 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 proceed 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 Bid or Request for Proposals will be issued. 

E. Notice of Intent to Sole Source 

1. A Notice of Intent to Sole Source (Notice) shall 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 

estimated cost of $50,000.01 or greater. 

2. Notice may 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 estimated cost of $50,000.00 or less. 
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3. The bƻǘƛŎŜ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƻƴ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 5ƛǾƛǎƛƻƴΩǎ ǿŜōǇŀƎŜ for seven (7) days stating the intent 

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. Policy 
It shall be the policy of the Board that the County participates in cooperative purchasing programs that are 

found to provide cost savings to the County through economies of scale and reduction of administrative 

costs. 

B. Joint Bidding 

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 single Invitation to Bid or Request 

for Proposals. Once submittals have been received and discussed by the participating entities, each 

will administer their procurement process. 

2. Authority 

The Business Services Director shall have the authority to join with other governmental entities in 

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

3. Procedures 

The following procedures apply to Joint Bidding ventures:  

a. A Lead Agency shall be designated to prepare and issue the Invitation to Bid or Request for 

Proposals on behalf of the participating entities.  

b. The Lead Agency shall survey the participating entities for their requirements and prepare the 

specifications for the Bid or Proposal and a list of vendors for review by the participating 

entities. 

c. The Lead Agency shall solicit, receive, open, and tabulate the Bids or Proposals.  

d. Responses shall be evaluated based upon the specifications and criteria set forth in the 

Invitation to Bid and Bids received or Request for Proposals and Proposals received, and a 

recommendation shall be made with respect to award.  

e. Each participating entity shall be responsible for issuing its own Purchase Order and making 

its own payments.  

f. Any pre-award disputes related to the specifications or Bid/Proposal process 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 resolve a common dispute. 

C. Piggybacking 

1. Definition 

Piggybacking is a form of intergovernmental cooperative purchasing in which a public purchaser 

requests competitive sealed Bids or Proposals, 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. 

2. Procedures 

The following procedures apply when piggybacking: 

a. The vendor must agree to extend the same terms and conditions of the contract to the County 

in writing to allow the County to piggyback on the Bid, Proposal or contract.  The County may 

opt to utilize the Bid, Proposal or contract if in its best interests.  Purchases cannot be made 

against a contract that has expired. 

b. 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;  

(ii) ! ŎƻƳǇƭŜǘŜ ŎƻǇȅ ƻŦ ǘƘŜ ŀǿŀǊŘŜŘ ǾŜƴŘƻǊΩǎ ǊŜǎǇƻƴǎŜ ǘƻ ǘƘŜ ǎƻƭƛŎƛǘŀǘƛƻƴΤ  

(iii) 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 amendments.  

c. 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 

ǘƘŜ ǊŜǉǳŜǎǘƛƴƎ ŘŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴΩǎ ƴŜŜŘǎΣ ŀƴŘ ǘƘŀǘ ǘƘŜ ǇǊƛŎƛƴƎ ŀƴŘ ǘŜǊƳǎ ŀǊŜ ŦŀƛǊ ŀƴŘ 

reasonable.  

d. The Purchasing Division will review the rŜǉǳŜǎǘƛƴƎ ŘŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴΩǎ ǿǊƛǘǘŜƴ ƧǳǎǘƛŦƛŎŀǘƛƻƴΦ   

e. Any Purchase Order ƛǎǎǳŜŘ ǎƘŀƭƭ ǊŜŦŜǊŜƴŎŜ ǘƘŜ ŀǿŀǊŘƛƴƎ ŀƎŜƴŎȅΩǎ LƴǾƛǘŀǘƛƻƴ ǘƻ Bid, Request 

for Proposals or other solicitation and contract number.  

f. 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 approved. Refer to Section 15 for 

signature authority.   That decision will be ƳŀŘŜ ōȅ ǘƘŜ tǳǊŎƘŀǎƛƴƎ aŀƴŀƎŜǊ ƻǊ ǘƘŜ .ƻŀǊŘΩǎ 

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.  

2. A review of the terms and conditions 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 

ǊŜǉǳƛǊŜŘ ǘƻ ŀŘƳƛƴƛǎǘŜǊ ǘƘŜ ŎƻƴǘǊŀŎǘ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ {ǘŀǘŜ /ƻƴǘǊŀŎǘΩǎ ǘŜǊƳǎ ŀƴŘ ŎƻƴŘƛǘƛƻƴǎΦ 

3. It is not necessary to request approval by the Board to make purchases by Purchase Order pursuant 

to the State Contract. 
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a. 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;  

(ii) ! ŎƻƳǇƭŜǘŜ ŎƻǇȅ ƻŦ ǘƘŜ ŀǿŀǊŘŜŘ ǾŜƴŘƻǊΩǎ ǊŜǎǇƻƴǎŜ ǘƻ ǘƘŜ ǎƻƭƛŎƛǘŀǘƛƻƴΤ  

(iii) 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 amendments.  

b. 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 

ǘƘŜ ǊŜǉǳŜǎǘƛƴƎ ŘŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴΩǎ ƴŜŜŘǎΣ ŀƴŘ ǘƘŀǘ ǘƘŜ ǇǊƛŎƛƴƎ ŀƴŘ ǘŜǊƳǎ ŀǊŜ ŦŀƛǊ ŀƴŘ 

reasonable.  

c. The Purchasing Division will review the requesting departmeƴǘκŘƛǾƛǎƛƻƴΩǎ ǿǊƛǘǘŜƴ ƧǳǎǘƛŦƛŎŀǘƛƻƴΦ   

d. !ƴȅ tǳǊŎƘŀǎŜ hǊŘŜǊ ƛǎǎǳŜŘ ǎƘŀƭƭ ǊŜŦŜǊŜƴŎŜ ǘƘŜ ŀǿŀǊŘƛƴƎ ŀƎŜƴŎȅΩǎ LƴǾƛǘŀǘƛƻƴ ǘƻ .ƛŘΣ wŜǉǳŜǎǘ 

for Proposals or other solicitation and contract number.  

e. 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 approved.  Refer to Section 15 for 

signature authority. That decision will be made by the PurchaǎƛƴƎ aŀƴŀƎŜǊ ƻǊ ǘƘŜ .ƻŀǊŘΩǎ 

Legal Department. 

E. Purchasing Cooperatives 

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

a. US Communities 

b. CƭƻǊƛŘŀ {ƘŜǊƛŦŦΩǎ !ǎǎƻŎƛŀǘƛƻƴ 

c. National Association of State Procurement Officials (NASPO) Value Point  

d. National Joint Powers Alliance (NJPA)  

e. National Intergovernmental Purchasing Alliance (National IPA) 

f. National Cooperative Purchasing Alliance NCPA 

g. Houston-Galveston Area Council (H-GAC)  

2. It is not necessary to request approval by the Board. 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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a. 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;  

(ii) ! ŎƻƳǇƭŜǘŜ ŎƻǇȅ ƻŦ ǘƘŜ ŀǿŀǊŘŜŘ ǾŜƴŘƻǊΩǎ ǊŜǎǇƻƴǎŜ ǘƻ ǘƘŜ ǎƻƭƛŎƛǘŀǘƛƻƴΤ  

(iii) 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 amendments.  

b. 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 

ǘƘŜ ǊŜǉǳŜǎǘƛƴƎ ŘŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴΩǎ ƴŜŜŘǎΣ ŀƴŘ ǘƘŀǘ ǘƘŜ ǇǊƛŎƛƴƎ ŀƴŘ ǘerms are fair and 

reasonable.  

c. ¢ƘŜ tǳǊŎƘŀǎƛƴƎ 5ƛǾƛǎƛƻƴ ǿƛƭƭ ǊŜǾƛŜǿ ǘƘŜ ǊŜǉǳŜǎǘƛƴƎ ŘŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴΩǎ ǿǊƛǘǘŜƴ ƧǳǎǘƛŦƛŎŀǘƛƻƴΦ   

d. !ƴȅ tǳǊŎƘŀǎŜ hǊŘŜǊ ƛǎǎǳŜŘ ǎƘŀƭƭ ǊŜŦŜǊŜƴŎŜ ǘƘŜ ŀǿŀǊŘƛƴƎ ŀƎŜƴŎȅΩǎ LƴǾƛǘŀǘƛƻƴ ǘƻ .ƛŘΣ wŜǉǳŜǎǘ 

for Proposals or other solicitation and contract number.  

e. 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 approved.  Refer to Section 15 for 

signature authority. ¢Ƙŀǘ ŘŜŎƛǎƛƻƴ ǿƛƭƭ ōŜ ƳŀŘŜ ōȅ ǘƘŜ tǳǊŎƘŀǎƛƴƎ aŀƴŀƎŜǊ ƻǊ ǘƘŜ .ƻŀǊŘΩǎ 

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 recycled products and materials, 

when and where permissible. 

B. 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 infrastructure costs. For 

recycling programs to be effective, markets must be developed for products that incorporate post-consumer 

materials in their manufacture, are reusable or are designed to be recycled. 

1. Where possible, specifications should incorporate the use of recycled materials, reusable products, 

and products designed to be recycled. 

2. 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 should be eliminated unless the 

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

performance standard. 

3. Any person or vendor who can demonstrate that a particular product or material with recycled 

content may be beneficially 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 Invitations to Bid or 

Requests for Proposals. 

4. Recycled products may be purchased as long as the additional cost of the recycled product does not 

exceed the cost of the non-recycled product by more than two (2) percent. 
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SECTION 12. BUYING USED OR FROM AUCTION 

A. Policy 
It shall be 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 permissible 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 $50,000.00. 

2. Upon recommendation of the Purchasing Manager, the County Administrator has the 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 $250,000.00. 

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 age, condition, 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 auction is generally and widely 

advertised in advance to the public and open to all appropriate Bidders.     

D. Procedure 

1. All requests for purchases of used or auctioned vehicles or equipment must be submitted on the 

Request for Purchase of Used or From Auction Form (APPENDIX 04) and supported by a written 

explanation demonstrating the advantage of the purchase consistent with the General section of this 

Policy.  

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

approval Authority described above. 

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

procedures will be followed. 

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

initiated, consistent with this Policy. 
  



 
29 

SECTION 13 - EMERGENCY PURCHASES 

SECTION 13. EMERGENCY PURCHASES 

A. Policy 
It is the policy of the Board that an emergency purchase is to be initiated only when 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 requesting department/division should make the purchase 

at the best possible price. 

2. A true 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 negligence and are to be 

avoided.  Failure to anticipate normal needs or project deadlines or a desire to expend excess or 

remaining budgeted funds prior to year-end does not constitute an emergency. 

3. Emergency purchases may be costly and should be kept to a minimum. 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 and there is an 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 

2. An unforeseen situation in which urgent measures need to be taken to avoid the possibility of risk of 

serious and adverse consequences affecting the life, health, welfare, property, or financial assets of 

Highlands County.  

3. 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. Procedure 

1. Level 1 Emergency 

a. In an emergency situation the County Administrator or Purchasing Manager may authorize an 

emergency purchase and waive any purchasing requirements. 

b. If the emergency occurs during normal business hours, the department/division must attempt 

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 holidays, the Department 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 submission of 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 requisition, the Purchasing Division will 

process it for a Purchase Order. 

2. 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. E-PROCUREMENT 

A. Policy 
It shall be the policy of the Board that e-procurement shall be permissible in instances where purchasing 

efficiencies can be identified and are $50,000 or less.   

B. General 

1. The availability of goods through the Internet has increased significantly over the 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 equal opportunity to do business with the County. In some cases, this can be accomplished 

through e-procurement. 

3. E-procurement of goods, equipment or services shall not be used as a means to circumvent the 

purchasing policies or procedures contained within this Manual. 

4. .ƛŘŘƛƴƎ ƻƴ άhƴ-[ƛƴŜ ŀǳŎǘƛƻƴǎέ ƛǎ ǇǊƻƘƛōƛǘŜŘΣ ǳƴƭŜǎǎ ŀǇǇǊƻǾŜŘ ōȅ ǘƘŜ /ƻǳƴǘȅ !ŘƳƛƴƛǎǘǊŀǘƻǊΦ  
 

C. Procedure 

1. If the user department/division finds an item that can be purchased on the Internet and the purchase 

is within the Purchasing Card threshold ($0.01 - $999.99), the purchase may be made using the 

Purchasing Card as a method of payment.  Refer to Section 20 of this Manual for Purchasing Card 

procedures. 

2. If the amount of the purchase exceeds the Purchasing Card limit, but is within the Purchasing Divisions 

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 by Purchasing staff.  (APPENDIX 27) 

3. All purchases between $14,999.99 and $50,000.00 require approval by the County Administrator.  
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SECTION 15. SIGNATURE AUTHORITY 

A. Signature Authority ς Requisitions 
All Department Directors have the authority to approve requisitions. Additionally, it is the responsibility of 

each Department Director to authorize Employees in their departments/divisions to approve requisitions, as 

needed. 

1. Review by: authorized Employee 

2. Sign by:  authorized Employee  

3. By submitting a requisition, the authorized Employee 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 will assume any maintenance responsibility as 

a result of the agreement (if applicable) reviewed and approved the purchase. 

B. Signature authority and review requirements - Purchase Orders 

a. Review by: Members of Purchasing Staff  

b. Signed by: Purchasing Manager or designee when applicable 

C. Signature authority and review requirements - Change orders to Purchase Orders 

a. Review by: Members of Purchasing Staff  

b. Signed by: Purchasing Manager or designee when applicable 

D. Signature authority and review requirements ς Supporting documentation to Purchase Orders 
¢ƘŜ tǳǊŎƘŀǎƛƴƎ aŀƴŀƎŜǊ Ƙŀǎ ǘƘŜ ŀǳǘƘƻǊƛǘȅ ǘƻ ǎƛƎƴ ά/ŜǊǘƛŦƛŎŀǘŜ ƻŦ 9ƴǘƛǘƭŜƳŜƴǘέ ŘƻŎǳƳŜƴǘǎ ǘƻ ŀŎŎƻƳǇŀƴȅ 

direct Purchase Orders.  Additionally, the Purchasing Manager shall have the authority to accept quotes, if 

requested by the Vendor, assuming that all requirements to create the Purchase Order are met. 

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

F. Signature authority and review requirements ς 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 is 5 years, the contract is considered 

as a $100,000.00 contract) 
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G. Signature authority and review requirements ς Interlocal agreements 
 

 

 

 

 

 

 

 

 

 

 

 

H. Signature authority and review requirements ς 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. 

THRESHOLD: 
$7,500.00 OR 
LESS 

$7,500.01 - 
$50,000.00 

$50,000.01 OR 
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 
Coordinator 

Review Review Review 

THRESHOLD: ANY AMOUNT 

 
 

Board Execute 

County Administrator Review 

County Attorney Review 

Department Director Review 

OMB Manager Review 

Purchasing Manager Review 

Risk Management Coordinator Review 
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SECTION 16. GENERAL PURCHASING PROCESS 

A. General Procedures 
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, except as otherwise provided in 

this Manual or exempt by ordinance, resolution or other Board action.  

2. It is unlawful for a Board Officer or Employee to order the purchase of any goods or services or make 

any contract, other than through the Purchasing Division, without prior written authorization of the 

Board or as specifically delegated herein. Any Purchase Order or 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. 

3. No contract, purchase or group of requisitions shall be subdivided to avoid the competitive 

procurement requirements contained herein.  

4. Acceptance of gifts or gratuities, other than advertising novelties of nominal value, is strictly 

prohibited. No Employee shall become obligated to any vendor and shall not conclude any Board 

transaction from which they may personally benefit. 

5. No Employee of the Board shall obligate the Board when or if that Employee may derive income or 

benefit, other than those provided as remuneration from the Board for their employment. 

6. No Employee 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 from any business entity of which 

the Employee or the EƳǇƭƻȅŜŜΩǎ ǎǇƻǳǎŜ ƻǊ ŎƘƛƭŘ ƛǎ ŀƴ ƻŦŦƛŎŜǊΣ ǇŀǊǘƴŜǊΣ ŘƛǊŜŎǘƻǊ ƻǊ ǇǊƻǇǊƛŜǘƻǊ ƻǊ ƛƴ 

which the Employee, or Employee's spouse or child, or any combination of them, has a material 

interest. 

7. No Employee of the Board of County Commissioners or their 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 benefit is available to all Board Employees or families.  

B. Requisitions 

1. Authority 
Authorization to access tƘŜ /ƻǳƴǘȅΩǎ ƻƴƭƛƴŜ ǊŜǉǳƛǎƛǘƛƻƴ ǎȅǎǘŜƳ ǿƛƭƭ ƻƴƭȅ ōŜ ƎƛǾŜƴ to Employees 

approved by their Department Director, following review by the Purchasing Manager.  A Request for 

Authorization to Access Online Requisition and Approval (APPENDIX 05) must be completed in order 

to be granted access to perform this process. 

a. The requisition / Purchase Order process includes two (2) levels of review and approval: 

(i) Approved Requisitioner for the Department/Division  

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 documentation is obtained and 

attached to the requisition.  
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(ii) Purchasing Division Review and Approval 

Responsible for reviewing requisitions to ensure that they are properly coded and 

procured in accordance with purchasing procedures. 

b. Purchases for more than $1,000.00 initiated 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 correctly define 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 

account specified. This process, which includes the requisitioner, also authorizes payment when the 

goods or services are properly received. 

3. Purchasing Division Responsibilities 

a. To provide training to approved requisitioners on the proper procedures to requisition goods 

and services. 

b. To review, pre-audit, and reject, prior to processing, any requisitions that are: 

(i) Incomplete or inaccurate; 

(ii) Unauthorized; or 

(iii) In violation of Board policy. 

c. To process all requisitions in accordance with the purchasing policies and procedures 

contained herein, with the least possible delay. 

d. To ensure that minimum insurance requirements have been met. 

4. User Department/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. 

b. 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 items that require a 

technical or engineering background; send specifications to the Purchasing Division on a disk, 

thumb drive or via e-mail with the documents attached; and submit documents to the 

Purchasing Division using Microsoft Word. 

c. To advise the Purchasing Division of any known appropriate vendors. 

d. 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 may modify or reject the requisition.  

e. ¢ƻ ŜƴǘŜǊ ǊŜǉǳƛǎƛǘƛƻƴǎ ƛƴ ǘƘŜ .ƻŀǊŘΩǎ ƻƴƭƛƴŜ ǊŜǉǳƛǎƛǘƛƻƴ ǎȅǎǘŜƳ ŦƻǊ ŀƭƭ ǇǳǊŎƘŀǎŜǎΣ ŀƭƭƻǿƛƴƎ ŀƳǇƭŜ 

time for the Purchasing Division to place the order and for the vendor to deliver.  

f. To complete and submit an Acquisition/Disposition Report to the Purchasing Division for fixed 

asset requisitions. (APPENDIX 06) 
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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 Division by reporting vendor complaints, in writing. 

5. Process 

a. A Request for Authorization to Access Online Requisition and Approval (APPENDIX 05) must 

be completed in order 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 Purchasing Division to 

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 amendment 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 to a Purchase Order, all requests are reviewed and 

approved by Purchasing Staff.  Requisitions over $1,000.00 that are entered by Purchasing 

Staff must be approved by the Business Services Director, or designee, prior to being 

converted to a Purchase Order. 

f. Requisitions created for Board approved contracts will be converted to Purchase Orders for 

accounting purposes after the contract has been approval by the Board. The Purchase Order 

shall reference the approved and executed contract by contract number.   

C. Purchase Orders 

1. Purpose 
A Purchase Order authorizes a vendor to ship goods or perform services and subsequently invoice 

the Board for the stated amount of the Purchase Order.  Sample Purchase Order (APPENDIX 07). 

2. When Issued 
A computer generated Purchase Order will be issued: 

a. Upon receipt of a properly authorized requisition. 

b. After receipt of Quotes, Bids or Proposals. 

c. After receipt of proper insurance, when applicable. 

d. After Board approval or contract execution, when applicable. 

3. Who issues 

a. Only the Purchasing Division is authorized to issue Purchase Orders.  

b. The Purchasing Division will issue a Purchase Order for all properly authorized and executed 

contracts that have been generated from the procurement process, referencing the executed 

contract number. 



 
37 

SECTION 16 - GENERAL PURCHASING PROCESS 

c. The requesting department/division shall place the order with the respective vendor only if 

the Purchase Order ŜȄǇǊŜǎǎƭȅ ǎǘŀǘŜǎ ά5ŜǇŀǊǘƳŜƴǘκ5ƛǾƛǎƛƻƴ ǘƻ {ŎƘŜŘǳƭŜέΦ 

4. Changes to Purchase Orders (Change Orders) 

a. If a change to a Purchase Order is required, the requesting department/division must contact 

the Purchasing Division and request the change.  The requested changes are processed by 

noting them on the original Purchase Order and submitting it to the Purchasing Division. 

b. Change orders shall not be used to circumvent any purchasing procedures by issuing a 

Purchase Order for an amount below a certain threshold, then request (an) additive change 

order(s). 

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

(i) 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 the Bid threshold, the work should 

be performed to correct the problem, together with an update to the Board at its 

next scheduled meeting. 

(ii) Unit Modifications 
Are limited to those item(s) for which a unit price was included in the original Bid 

and contract. 

(iii) Value Change Orders 
Specifically relate to types 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 technical 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. 

d. 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.   

e. Any disputes will be referred to the County Administrator. 

f. Change Orders for Construction Projects 

(i) Deductive change orders that do not change the Board approved outcome and 

additive change orders, or unit modifications, that do not exceed the Bid threshold 

ŀƴŘ ŀǊŜ ǿƛǘƘƛƴ ǘƘŜ ǇǊƻƧŜŎǘΩǎ ōǳŘƎŜǘΣ Ƴŀȅ ōŜ ŀǳǘƘƻǊƛȊŜŘ ŀƴŘ ŀǇǇǊƻǾŜŘ ƛŦ submitted by 

the Project Manager, in writing, to the Purchasing Manager. Approval is required by 

the Purchasing Manager, the County Engineer, and the County Administrator. The 

Project Manager may NOT be the approving authority. ( APPENDIX 09) 
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(ii) Deductive change orders that do change the Board approved outcome and additive 

change orders, or unit modifications, that do exceed the Bid threshold and areƴΩǘ 

within the projŜŎǘΩǎ ōǳŘƎŜǘΣ require Board approval. The Project Manager shall 

prepare an agenda item, and request approval from the Board. 

(iii) Increases or decreases in contract completion time resulting from approved change 

orders shall be documented and included as part of the change. 

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

approval requirement. 

5. Cancellation of Purchase Orders 
When a requesting department/division determines that a Purchase Order needs to be cancelled, a 

final Purchase Order shall 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 Exclusions to Purchase Order Requirements 

a. Purchasing Card purchases 

b. 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 Conditions (APPENDIX 08) of Purchase Orders shall be available to review and print 

ƻƴ ǘƘŜ /ƻǳƴǘȅΩǎ ǿŜōǎƛǘŜΦ  9ŀŎƘ Purchase Order shall reference the link to the document and shall 

include the following statement: 

ά¢I9 ¢9wa{ !b5 /hb5L¢Lhb{ 5h/¦a9b¢ L{ !±!L[!.[9 ±L! C!· hw 9-MAIL UPON WRITTEN 

w9v¦9{¢έ 

D. Payment Procedures 

1. Prompt Payment Policy 

a. Purpose 

The Highlands County Board of County Commissioners ("Board") reaffirms its commitment 

to ensuring that vendors and Contractors who provide goods and/or services requisitioned 

by the Board and its Employees for Highlands County, a political subdivision of the State of 

Florida ("County"), receive payment for such goods and/or services on a 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 Policy is adopted in an effort to: 
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(i) Provide requirements to ensure that the County issues prompt payment of a proper 

invoice to a vendor or Contractor; 

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

invoice; 

(iii) Provide invoicing requirements for vendors and Contractors to ensure invoices 

contain sufficient detail; and 

(iv) Establish and provide procedures for the dispute resolution process with vendors and 

Contractors concerning payment of payment requests and invoices. 

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

c. Generally 

The Board hereby establishes this Prompt Payment Policy in accordance with the Local 

Government Prompt Payment Act; provided, however, that this Prompt Payment Policy shall 

supersede the Local Government Prompt Payment Act to the extent the standards of this 

Prompt Payment Policy are more exacting.  

d. Authority 

The Board hereby delegates to the County Administrator, or his or her designee, the 

responsibility for execution of this Prompt Payment Policy. 

e. 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 delivered to the agent, Employee, facility or office of the Board 

designated in the contract, agreement or Purchase Order, or, if otherwise undesignated, 

the payment request or invoice shall be delivered to: 

    Highlands County Board of County Commissioners 

Attn: Business Services Director 

600 South Commerce Ave. 

Sebring, FL 33870 

f. 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 considered a Proper 

Invoice unless the invoice is an original invoice, is delivered to the Board in accordance with 

the contract, agreement or Purchase Order, and sets forth the following information: 

(i) The invoice shall set forth the name of the business organization that is recited in the 

County Purchase Order; and 

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

(iii) The invoice shall set forth an identifying number to facilitate identification of the 

invoice; and 

(iv) The invoice shall set forth a description of the goods or services or property provided 

to the County; and 



 
40 

SECTION 16 - GENERAL PURCHASING PROCESS 

(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 County's Purchase 

Order; and 

(vii) The invoice shall 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 of the goods or services or property provided 

to the County; and 

(ix) The invoice shall set forth the unit price of the goods or services or property provided 

to the County; 

(x) The invoice 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 invoice shall not request or charge sales tax. 

2. Issuance of Payment 

a. All payments will be charged against the respective Purchase Order, where 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 with a 

General Receiving Report or Purchase Order. 

c. When an invoice is received from a vendor in excess of the Purchase Order, the receiving 

department/division must resolve the differences. After the differences have been resolved, 

the invoice shall be submitted to the Purchasing Division along with the General Receiving 

Report or the Purchase Order. 

d. For a Bid or contract, the Bid or contract price is the firm payment limit, unless a change order 

has been issued, except for Annual Bids.  Purchasing from an Annual Bid is on as-needed basis. 

e. Upon receipt of a General Receiving Report or Purchase OrderΣ ǘƘŜ /ƭŜǊƪΩǎ tŀȅŀōƭŜǎ 

Department will process it for payment in accordance with their ǇǊƻŎŜŘǳǊŜǎΦ ¢ƘŜ /ƭŜǊƪΩǎ 

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 General Receiving 

Report (APPENDIX 10) for the Purchase Order to the Purchasing Division along with the 

invoice. 

b. The Purchasing Division will receive in the goods or services in the Purchasing System and 

ǎǳōƳƛǘ ǘƘŜ wŜŎŜƛǾƛƴƎ wŜǇƻǊǘ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ tŀȅŀōƭŜǎ 5ŜǇŀǊǘƳŜƴǘ ŦƻǊ ǇŀȅƳŜƴǘΦ 

4. Final Payment 
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a. After receiving goods and services, the user department/division will authorize payment by 

signing and dating the Purchase Order and submit it to the Purchasing Division, along with the 

invoice.  The signer must print in the body of the Purchase Order ά/ƭƻǎŜ thΣ ŎŀƴŎŜƭ ōŀƭŀƴŎŜέΦ 

b.  The Purchasing Division will receive in the items or services in the Purchasing System, and 

submit the Purchase Order and the invoice to ǘƘŜ /ƭŜǊƪ ƻŦ /ƻǳǊǘΩǎ CƛƴŀƴŎŜ 5ŜǇŀǊǘƳŜƴǘ ŦƻǊ 

payment. 

5. Request for Payment without a Purchase Order 

a. Purchases without a Purchase Order are not considered normal operating procedure, and are 

discouraged; however, on rare occasions may occur.  Abusers of this process will be reported 

to their supervisors by the Purchasing Division and may result in disciplinary action in 

ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ IƛƎƘƭŀƴŘǎ /ƻǳƴǘȅΩǎ tŜǊǎƻƴƴŜƭ wǳƭŜǎ ϧ wŜƎǳƭŀǘƛƻƴǎ.  

b. The department/division that made the purchase must submit the proper form for a 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 a Purchase Order exceeds $7,500.00, unless prior 

approval has been executed by the Board for an Agreement/Contract or Budget Amendment.  

(i) /ƻƳǇƭŜǘŜ ŀ άwŜǉǳŜǎǘ ŦƻǊ tŀȅƳŜƴǘ ǿƛǘƘƻǳǘ ŀ Purchase Orderέ ŦƻǊƳ ŀƴŘ attach the 

invoice. (APPENDIX 11) (APPENDIX 12) 

(ii) Submit the documents to the Office of Management & Budget as the first step in the 

approval process. The documents will continue through the Purchasing Division, 

County Administrator and the Board (if applicable) for approvals. 

(iii) LŦ ŀƭƭ ŀǳǘƘƻǊƛǘƛŜǎ ŀǇǇǊƻǾŜΣ ǘƘŜ ŘƻŎǳƳŜƴǘǎ ǿƛƭƭ ōŜ ŦƻǊǿŀǊŘŜŘ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ !ŎŎƻǳƴǘǎ 

Payables Department. If not, additional justification or steps may be requested. 
 

  



 
42 

SECTION 16 - GENERAL PURCHASING PROCESS 

REQUISITION AND PURCHASE ORDER PROCEDURE 
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4. PURCHASING DIVISION 
Generates purchase order 

¶ Converts Requisition to purchase order 

¶ Notifies user department that purchase order has 

been created 

 

 

 

 

 

 

 

  

 

 

 

1. USER DIVISION 
Gathers quotes: 

¶ $0.01-$999.99 ς P-Cards only - quotes not required 

¶ $0.01-$7,500.00 ς 2 verbal or Written Quotes 

¶ $7,500.01-$50,000.00 ς 3 Qritten Quotes 

 

2. USER DIVISION 
Completes online requisition 

¶ Confirms funds in cost center / account / project 

¶ Scans and attaches supporting documentation 

 

3. PURCHASING DIVISION 
Reviews requisition 

¶ Are all quotes attached, where required? 

¶ Is insurance on file, if required? 

 

5. USER DIVISION 
Places order with vendor 

 

6. VENDOR 
Fulfills order and sends invoice to user 

department 

 

7. USER DIVISION 
Receives order 

¶ Confirms quantities and quality 

 

8. USER DIV. 
Completes 

General Receiver 

8. USER DIV. 
aŀǊƪǎ th ά/ƭƻǎŜ th 

ϧ ŎŀƴŎŜƭ ōŀƭŀƴŎŜέ 

 

9. USER DIVISION 
Submits General Receiver + invoice  

or PO marked to be closed + invoice to 

Purchasing. 

If you need to deliver the check to the vendor, 

ƳŀƪŜ ƛƴǾƻƛŎŜ άIh[5 /I9/Y Lb CLb!b/9έ 

 

10. PURCHASING DIVISION 
Receives order into FinPlus and  

forwards General Receiver or PO marked to be closed 

ŀƴŘ ƛƴǾƻƛŎŜ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ !ŎŎƻǳƴǘǎ tŀȅŀōƭŜΦ 

 

11. CLERK OF COURTS 
Reviews payment request, closes 

PO if applicable, issues payment, 

and mails check to vendor 

Y

e

s 
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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. Insurance Policies 

2. Interlocal Agreements 

3. Labor and Employment Agreements 

4. Outside Legal Services 

5. Real Estate Appraisal Services 

6. Real Estate Lease, License, Purchase or Sale Agreements (which may 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 Department with the Approval of the Purchasing Manager (who 

may at his/her discretion require quotations).  This section does not prohibit the utilization of competitive 

ǇǊƻŎǳǊŜƳŜƴǘΣ ƛŦ ƛǘΩǎ ŘŜŜƳŜŘ ǘƻ ōŜ ƛƴ ǘƘŜ ōŜǎǘ ƛƴǘŜǊŜǎǘ ƻŦ ǘƘŜ /ƻǳƴǘȅΦ Exemptions are as follows:  

1. 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 has been determined by the Purchasing 

Division Manager. 

2. Other contracts where exceptions are provided by State or local law. 

3. Advertisements 

4. Art / Artistic Services (including photography) 

5. Blanket Purchase Orders; the purchase of services and commodities that require an open purchase 

ƻǊŘŜǊ ŀƴŘ ŀǊŜ ŜǎǎŜƴǘƛŀƭ ǘƻ ǘƘŜ Ŏƻƴǘƛƴǳƻǳǎ ƻǇŜǊŀǘƛƻƴ ƻŦ ŀ 5ŜǇŀǊǘƳŜƴǘΩǎ ǇǊƻƎǊŀƳ ǿƛǘƘƛƴ ǘƘŜ ǎŎƻǇŜ ƻŦ 

policy and procedures.  A blanket purchase order will be issued at the discretion of the Purchasing 

Division Manager.  

6. Copyrighted materials 

7. Court reporter services 

8. Computer software 

9. Cooperative groups or organizations or a Federal General Services Contract  

10. Disk or tape recording or similar licensed or copyrighted audio-visual materials 

11. Dues and memberships in trade or professional organizations 

12. Educational tests 

13. Expert witnesses 
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14. Fees and costs of job-related seminars and training 

15. Fire suppression system, monitoring of system 

16. Films 

17. Intergovernmental procurements 

18. Leases and rentals of light equipment such as portable a/c units, cranes, pumps, ets. Which may be 

obtained by quotations.   

19. Litigation support services 

20. Lobbying services 

21. Negotiated procurements after rejection of all Bids/Proposals  

22. Negotiation for special or unique services  

23. Patented materials 

24. Periodicals 

25. Postage 

26. Printed instructional materials 

27. Printed library cards, and other copyrighted materials where these items are purchased directly from 

the producer or publisher, the owner of the copyright, an exclusive agent within the state, a 

governmental agency, or a recognized educational institution. 

28. Professional memberships 

29. Publications, subscriptions, media and library materials 

30. Reference books 

31. Repair of wrecked County vehicles which have been designated for repair by the County's Risk 

Manager 

32. Security alarm monitoring 

33. State of Florida contracts 

34. Sewer and electrical utility providers that provide water 

35. Sole Source expenditures (Documentation required).  

36. Telecommunication services 

37. Text books 

38. Title insurance for real property 

39. Title searches for real property 

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

42. Vehicle and equipment repair and maintenance; heavy equipment repair, maintenance and 

reconditioning; and building repairs and maintenance.  

43. Vendor Items (OEM items where no after-market 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 may not involve commissions 

ƻǊ ǊŜǾŜƴǳŜ ǘƻ ǘƘŜ /ƻǳƴǘȅΣ Ŧŀƭƭǎ ǿƛǘƘƛƴ ǘƘƛǎ ŎŀǘŜƎƻǊȅΦ  9ȄŀƳǇƭŜǎ ƛƴŎƭǳŘŜΣ ōǳǘ ŀǊŜ ƴƻǘ ƭƛƳƛǘŜŘ ǘƻΣ !¢aΩǎΣ ǾŜƴŘƛƴƎ 

machines, credit card services, service audits (electric, phone, etc.) and public use copiers. 

B. Procedure 

1. The requesting department/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 consist of soliciting Quotes, Bids or Proposals 

in accordance with the procedures outlined in this Manual. 
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SECTION 19. REIMBURSABLE INTERDIVISIONAL PURCHASES 

A. General 

1. Billable services may be provided by one division (providing division) to another division (receiving 

division).  

2. A Purchase Order is not required for these transactions. 

3. ¢ƘŜǎŜ ǘǊŀƴǎŀŎǘƛƻƴǎ ǎƘƻǳƭŘ ōŜ ǇǊƻŎŜǎǎŜŘ ƻƴ ŀ ƳƻƴǘƘƭȅ ōŀǎƛǎΣ ŦƻǊ ǘƘŜ ǇǊŜǾƛƻǳǎ ƳƻƴǘƘΩǎ ǎŜǊǾƛŎŜǎΦ 

B. Authority 
Department Directors have the authority to enter into reimbursable interdivisional purchases. 

C. 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 Request for 

Reimbursement (APPENDIX 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 to ǘƘŜ /ƭŜǊƪΩǎ 

Accounting Department, with a copy to the receiving division. 

7. ¢ƘŜ /ƭŜǊƪΩǎ !ŎŎƻǳƴǘƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ǿƛƭƭ ǇǊƻŎŜǎǎ ŀƴ ŀŎŎƻǳƴǘƛƴƎ ŜƴǘǊȅ ǘƻ ǊŜŎƻǊŘ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴΦ 
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SECTION 20. PETTY CASH - $0.01-$50.00 

A. General 

1. Petty cash purchases are authorized for low dollar items costing not more than $50.00.  

Departments/divisions should plan sufficiently, providing for the use of the Purchasing Card or 

Purchase Order process whenever possible. 

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

3. Sales tax should not ōŜ ŎƘŀǊƎŜŘ ƻƴ ǇŜǘǘȅ ŎŀǎƘ ǇǳǊŎƘŀǎŜǎΦ ¢ƘŜ .ƻŀǊŘΩǎ ǘŀȄ ŜȄŜƳǇǘ ƴǳƳōŜǊ ŀƴŘ ǇǊƻƻŦ 

of exemption should be provided to the vendor. The proof of exemption may be obtained by 

contacting the Purchasing Division. If the vendor will not exempt the sales tax, the Employee will be 

reimbursed for the taxes paid. 

4. Department DƛǊŜŎǘƻǊǎΣ ǘƘŜ /ƻǳƴǘȅ !ŘƳƛƴƛǎǘǊŀǘƻǊΣ ŀƴŘ ǘƘŜ /ƭŜǊƪΩǎ hŦŦƛŎŜ ƘŀǾŜ ǘƘŜ ŀǳǘƘƻǊƛǘȅ ǘƻ Řƛǎŀƭƭƻǿ 

the reimbursement of any purchase not made in accordance with the above procedures. 

5. For urgent or emergency purchases, the Purchasing Manager or County Administrator may approve 

utilization of petty cash for purchases in excess of the $50.00 limit. 

B. Authority 
The authority for petty cash purchases as described herein is delegated to Department Directors. 

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. Within ten (10) days of purchase, the Employee should bring the proof of purchase to the authorized 

petty cash cashier to receive reimbursement from the petty cash drawer. 
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SECTION 21. PURCHASING CARD - $0.01-$999.99 

A. General 

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

dollar purchases. 

2. Purchasing Cards (P-Cards) may be issued to individual Employees who frequently purchase approved 

goods or services, allowing them to purchase directly from vendors who accept credit cards.  Each P-

Card will be issued to a named Employee of the Highlands County Board of County 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 Administrator (P-Card 

Administrator).  

4. When the vendor at the point-of-sale requests 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 contain single 

purchase and monthly spending limits and approved merchant category codes.  Any changes to a 

Cardholder's profile must be submitted in writing by the appropriate Department Director to the P-

Card Administrator. 

B. Authority 

1. Procurement responsibility is delegated to the department/division, allowing an authorized 

Cardholder to place an order directly with a vendor for purchases up to $999.99.   

2. The Purchasing Division will administer the P-Card program and, together with the /ƭŜǊƪΩǎ hŦŦƛŎŜΣ ǿƛƭƭ 

monitor the performance of the Program.   

3. The P-Card Administrator, Purchasing Manager, or County Administrator has the authority to revoke 

P-Card privileges at any time and for any reason. 

C. Responsibilities 

1. Cardholder 

a. Hold the card, card number, and pin number and keep them secure. Keep the pin number 

separate from the P-Card.  

b. Purchase goods and services within the preset limits. 

c. Receive and inspect goods and services purchased with the P-Card. 

d. Obtain appropriate receipts. 

e. Enter all charges into the P-Card module 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 the CardholderΩs 

supervisor for review and approval. 
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g. Review monthly charges with the CardholderΩǎ ǎǳǇŜǊǾƛǎƻǊ ǿƘŜƴ ƴŜŎŜǎǎŀǊȅΦ 

h. Identify and handle disputed charges, including sales tax charges. 

i. Comply with all purchasing and P-Card procedures. 

2. Department Director 

a. Submit a properly executed Purchasing Card Authorization Form to the P-Card Administrator 

when requesting the issuance of a Purchasing Card to an Employee. 

b. Review completed statements and verify that all charges are appropriate, receipts are 

attached, sales tax was not charged, and expenses are coded to the proper cost centers and 

accounts. 

c. Forward statement(s) with signed summary to the P-Card Administrator within five (5) 

workdays of receipt of monthly statements. 

d. Notify P-Card Administrator of any violations or discrepancies. 

e. Ensure compliance with all purchasing and P-Card procedures. 

f. Collect cards from Cardholders and immediately notify the P-Card Administrator of separated 

Employees. 

3. P-Card Administrator 

a. Recommend updates to this Section of the Purchasing Manual, as necessary. 

b. Approve/disapprove requests for P-Cards, establish profiles, and issue and cancel P-Cards. 

c. Maintain the card management program. 

d. Review card usage for inappropriate use and notify Department Directors of any violations. 

e. Assist in resolving billing and vendor disputes, as necessary. 

f. Ensure compliance with all purchasing and P-Card procedures. 

g. Finalize the monthly reconciliation process and submit the reconciliation with supporting 

ŘƻŎǳƳŜƴǘŀǘƛƻƴ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ !ŎŎƻǳƴǘǎ tŀȅŀōƭŜ 5ŜǇŀǊtment. 

D. Assignment and Control of the Purchasing Card 

1. Request for and Issuance of P-Cards 

a. The Department Director will make requests for new Cardholders or for changes to current 

Cardholders by submitting a written request to the P-Card Administrator. Requests for new 

P-Cards shall be made using the Purchasing Card Authorization Form (APPENDIX 16). Requests 

for changes to existing P-Cards may be made via memo or e-mail. 

b. All requests for P-Cards must be approved by the County Administrator. 

c. When the P-Card Administrator receives a P-Card from the issuing card company, the 

following statement will be printed on the back of the card: SEE DRIVERS LICENSE. 

d. The Cardholder will be required to personally attend P-Card training prior to receipt of the 

card and sign a Cardholder Agreement. (APPENDIX 17) 
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2. Lost or Stolen Cards or Card Numbers 

a. If a P-Card is lost, stolen or misplaced, the Cardholder must immediately notify the issuing 

card company (24 hours a day, 365 days a year), their Department Director, and the P-Card 

Administrator of the loss.  

b. The Cardholder must 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 issuing card company of the theft, loss or misplacement of the 

P-Card could make the County and/or the Cardholder responsible for any fraudulent use of 

the P-Card and result in loss of privileges and/or disciplinary action in accordance with 

IƛƎƘƭŀƴŘǎ /ƻǳƴǘȅΩǎ Personnel Rules and Regulations. 

3. Termination of Employment or Transfer of Cardholder 

a. When an Employee ends their employment by the Board, the Department Director shall 

collect the P-Card and destroy it.  Additionally, the Department Director shall immediately 

notify the P-Card Administrator by telephone or e-mail.  The P-Card Administrator will ensure 

that the card is canceled. 

b. A Cardholder who fraudulently uses the P-Card before or after the end of their employment 

by the Board will be subject to legal action. 

c. When an Employee transfers to a different department/division the P-Card account may be 

transferred to the new department/division with the appropriate authorization of the new 

Department Director.  The new Department Director must notify the P-Card Administrator so 

the master file can be timely updated.  If it is determined that the Employee will not require 

a P-Card in his/her new position, the Department Director will collect the P-Card, destroy it, 

and notify the P-Card Administrator so the P-Card can be canceled. 

E. Training 
Before being issued a P-Card, the Employee must complete P-Card training.  Employees will have the 

opportunity to ask questions regarding the use of the P-Card during that training. 

F. Cardholder Use of P-Card 

1. Cardholder Use Only 

a. Only the Employee whose name is embossed on the card shall use the P-Card. No other 

person is authorized to use the P-Card. The Cardholder is responsible and accountable for all 

transactions that occur on their P-Card. 

b. Loaning a P-Card to someone or giving them a P-Card number to use to make a purchase will 

ǊŜǎǳƭǘ ƛƴ ŘƛǎŎƛǇƭƛƴŀǊȅ ŀŎǘƛƻƴ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ IƛƎƘƭŀƴŘǎ /ƻǳƴǘȅΩǎ tŜǊǎƻƴƴŜƭ wǳƭŜǎ ŀƴŘ 

Regulations and possible cancellation of the P-Card. 

2. County Purchases Only 

a. The P-Card is to be used for authorized purchases only.  
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b. The P-Card shall not be used for personal use. Any personal use will require immediate 

reimbursement and may ǊŜǎǳƭǘ ƛƴ ŘƛǎŎƛǇƭƛƴŀǊȅ ŀŎǘƛƻƴ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ .ƻŀǊŘΩǎ tŜǊǎƻƴƴŜƭ 

Rules and Regulations. 

3. Spending Limits 

a. A single purchase limit of $999.99 is generally established for small non-stocked goods, 

services, travel, etc.   

b. The P-Card Administrator, with the approval of the County Administrator, may establish 

different limits for each Cardholder, as recommended by the CardholderΩǎ 5epartment 

Director.  Requests for profile changes must be submitted in writing to the P-Card 

Administrator by the Department Director. Requests from others will not be considered. 

c. Charges for purchases shall not be split to stay within the single purchasing limit. Splitting 

charges will be considered abuse of the P-Card Program and may be disciplined in accordance 

ǿƛǘƘ ǘƘŜ .ƻŀǊŘΩǎ tŜǊǎƻƴƴŜƭ wǳƭŜǎ ŀƴŘ wŜƎǳƭŀǘƛƻƴǎ ŀƴŘ ǇƻǎǎƛōƭŜ ŎŀƴŎŜƭƭŀǘƛƻƴ ƻŦ ǘƘŜ P-Card. If a 

higher dollar amount purchase must be made with P-Card, complete the Request for P-Card 

purchase form. (APPENDIX 27) 

4. Other Conditions 

a. All items purchased over-the-counter must be immediately available. No back ordering is 

allowed. 

b. The vendor must deliver all items purchased by telephone or online within the 30-day billing 

cycle. The order should not be placed without this assurance. 

c. All deliveries must be to a County facility. No deliveries shall be made to any other address 

without prior written approval of the P-Card Administrator. 

5. Travel 

a. ¢ƘŜ .ƻŀǊŘΩǎ ¢ǊŀǾŜƭ tƻƭƛŎȅ (APPENDIX 21) applies to all travel related transactions. The Travel 

Policy reporting requirements are in addition to the P-Card requirements.  

b. ¢ƘŜ .ƻŀǊŘΩǎ ¢ǊŀǾŜƭ wŜǉǳŜǎǘ CƻǊƳ (APPENDIX 22) shall be submitted and approved 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 Request Form shall be turned in and attached to the Cardholder's monthly 

statement.  If the nightly hotel stay is more than the pre-authorized limit, a receipt must be 

ŀǘǘŀŎƘŜŘ ŦǊƻƳ ǘƘŜ /ƭŜǊƪΩǎ wŜŎŜƛǾŀōƭŜǎ 5ŜǇŀǊǘƳŜƴǘ ǘƻ ǎƘƻǿ ǇǊƻƻŦ ǘƘŀǘ ǊŜƛƳōǳǊǎŜƳŜƴǘ Ƙŀǎ 

been made to the County 

G. Prohibited Uses of Purchasing Card 
The following types of purchases are prohibited with a P-Card, regardless of the dollar amount, unless 

specifically authorized by profile, the P-Card Administrator or Purchasing Manager. 

a. Cash advances. 

b. Alcohol or prescription drugs. 

c. Meals, beverages or gratuities. 
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d. Personal recreation and entertainment. 

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

f. Capital items. 

g. Travel expenses, unless pre-approved on the .ƻŀǊŘΩǎ ¢ǊŀǾŜƭ wŜǉǳŜǎǘ CƻǊƳΦ 

h. Informal Employee recognition. 

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

Fuel Card. 

j. Purchase of inventory items. 

H. Procedures for Making and Paying for Purchases 

1. Documentation of Purchases 

a. When a purchase is made, the Cardholder must obtain the customer's copy of the charge slip 

and an original receipt/invoice. 

b. The Cardholder must 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 tax, the Cardholder must contact the 

vendor and obtain a credit equal to the amount of the sales tax. 

b. IƛƎƘƭŀƴŘǎ /ƻǳƴǘȅΩǎ ǎŀƭŜǎ ǘŀȄ ŜȄŜƳǇǘƛƻƴ ƴǳƳōŜǊ ƛǎ ǇǊƛƴǘŜŘ ƻƴ ǘƘŜ ŦŀŎŜ ƻŦ ǘƘŜ P-Card. If a 

Cardholder has a problem with any vendor regarding sales tax they should contact the P-Card 

Administrator. 

3. Missing Documentation 

a. If for some reason the Cardholder does not have documentation of the transaction to send 

with the statement, the Cardholder must write a letter of justification.    

b. The Cardholder and the Department Director must sign the letter of justification prior to 

submitting it to the P-Card Administrator as back-up to the monthly statement.  

c. Failure to promptly provide that justification may result in disciplinary actions in accordance 

ǿƛǘƘ IƛƎƘƭŀƴŘǎ /ƻǳƴǘȅΩǎ tŜǊǎƻƴƴŜƭ Rules and Regulations, and the Employee may be required 

to reimburse the Board for the undocumented expense. 

4. Payment and Invoice Procedures 

a. The issuing card company will transmit one consolidated statement for all Cardholders to the 

Purchasing Division. That statement will list all transactions processed during the previous 

billing cycle (usually 30 days). 

b. The Purchasing Division will notify all Cardholders 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 individual P-Card during the billing cycle, a statement will 
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not be generated unless adjustments for previously billed transactions have been processed 

during that billing cycle. 

c. The Cardholder must review their statement, attach receipts, and note any errors or disputes. 

The Cardholder will then sign the statement. By signing the statement, the Cardholder is 

certifying that: 

(i) All charges are appropriate and authorized. 

(ii) Receipts have been attached for all charges. 

(iii) The goods or services charged were received prior to the statement date. 

d. For all travel related purchases, a copy of the approved Travel Request Form and the schedule 

of events or syllabus must be attached to the Cardholder statement. If multiple purchases 

were made for the same travel event, only one (1) copy of the approved Travel Request Form 

is necessary.  

e. The statement will then be reviewed by the Department Director. The Department Director 

will sign the Cardholder statement and forward it to the P-Card Administrator.  

f. Following review by the P-Card !ŘƳƛƴƛǎǘǊŀǘƻǊΣ ǘƘŜ ǎǘŀǘŜƳŜƴǘ ǿƛƭƭ ōŜ ŦƻǊǿŀǊŘŜŘ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ 

Accounts Payables Department. 

g. Department Directors will be notified by the P-Card Administrator when individual statements 

are not received in the allotted time. Continued failure to meet the deadlines will result in 

ŘƛǎŎƛǇƭƛƴŀǊȅ ŀŎǘƛƻƴ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ .ƻŀǊŘΩǎ tŜǊǎƻƴƴŜƭ wǳƭŜǎ ŀƴŘ wŜƎǳƭŀǘƛƻƴǎ ŀƴŘ ǇƻǎǎƛōƭŜ 

cancellation of the P-Card. 

I. Review of Purchases by Department/Division 

1. Authority 

a. Because of their knowledge of the job responsibilities and requirements, Department 

Directors are required to ensure that each purchase using a P-Card was done in an appropriate 

manner and that the use complies with purchasing and P-Card procedures. 

b. When purchases are questioned, the Department Director will be responsible for resolving 

the issue with the Cardholder. If the Department Director is not satisfied that the purchase 

was necessary and for official use, the Cardholder must provide either a credit voucher 

proving the item(s) was/were returned for credit, a personal check made payable to the 

Highlands County Board of County Commissioners for the full amount of the purchase, or cash 

ǊŜƛƳōǳǊǎŜƳŜƴǘΦ wŜƛƳōǳǊǎŜƳŜƴǘǎ Ƴǳǎǘ ōŜ ǎŜƴǘ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ !ŎŎƻǳƴǘǎ wŜŎŜƛǾŀōƭŜ 

Department with a written explanation.  A copy of the reimbursement receipt and 

explanation must be attached to the monthly statement. 

2. Returns/Exchanges 

a. The Cardholder is responsible for managing all returns and exchanges and for ensuring that 

proper credit is received for returned items.  

b. If goods purchased with the P-Card are defective, the Cardholder must return the goods to 

the vendor for replacement or credit.  If the service for which payment was made with a P-
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Card is 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 the P-Card Administrator and may result in loss of 

privileges for the Cardholder. 

3. Disputes/Unauthorized Charges 

a. If the vendor refuses to replace or correct the defective product or unsatisfactory service, the 

purchase will be considered in dispute.   The Cardholder must immediately notify the P-Card 

Administrator and contact the issuing card company to dispute the charge. 

b. If a suspicious charge appears on a monthly statement, the Cardholder must immediately 

notify the P-Card Administrator and contact the issuing card company to dispute the charge.  

c. It is essential that the time frames and documentation requirements established by the 

issuing card company be followed to protect the Cardholderϥǎ ŀƴŘ /ƻǳƴǘȅΩǎ ǊƛƎƘǘǎ ƛƴ ǘƘŜ 

dispute process. 

d. A disputed item must be explained with a note on the Cardholder's statement before the 

statement is forwarded to the Department Director or P-Card Administrator. 

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. The P-Card Administrator monitors the usage of Purchasing Cards and the appropriateness of 

their use. Inappropriate use counts as a violation and the CardholderΩǎ ǎǳǇŜǊǾƛǎƻǊ ǿƛƭƭ ōŜ 

notified.  The Cardholder may be subject to disciplinary action in accordance with tƘŜ .ƻŀǊŘΩǎ 

Personnel Rules and Regulations and/or have P-Card privileges revoked. 

b. Examples of violations include, but are not limited to: 

(i) Personal use 

(ii) Split transactions 

(iii) Purchase of restricted items 

(iv) Lack of signature on statement 

(v) Repetitive sales tax charged, 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 Review, Annual Inventory and Audit 
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a. The P-Card Administrator will continually review P-Card activity and usage for compliance 

with these requirements.  

b. Annually, the P-Card Administrator will conduct a physical inventory of P-Cards and prepare 

a report on the results of the physical inventory. Additionally, spot check inventories, of 

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

notification. 

c. The Clerk's Office may perform periodic reviews or audits of all aspects of the P-Card Program. 
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SECTION 22. SMALL PURCHASES - $0.01-$7,500.00 

A. General 

1. A small purchase is any purchase authorized to be made outside the formal competitive procurement 

process, if not more than $7,500.00.   

2. The Purchasing Card is the preferred method of payment for all small purchases up to $999.99.  Refer 

to Section 20 for Purchasing Card procedures. 

3. Small purchases shall not be made when annual expenditures are anticipated to be more than 

$50,000.00.  

4. Purchases shall not be divided to avoid any of the purchasing requirements outlined herein.  The total 

value of the purchase (the entire need) must be considered when determining the source selection 

method. 

a. For Purchase Orders: The use of two (2) or more small purchases to purchase goods / services 

costing more than $7,500.00 is prohibited.  

b. For Purchasing Card transactions: The use of two (2) or more small purchases to purchase 

goods/services costing more than $999.99 is prohibited. 

c. Purchases shall not be divided because the purchased goods / services are 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 monitor small purchases and alert Department Directors of any abuses. 

The Purchasing Division will also monitor repetitive purchases, which lend themselves to Annual Bids. 

7. Violation of procedures in the use of small purchases will result in the withdrawal of the delegated 

ŀǳǘƘƻǊƛǘȅ ŀƴŘ ŘƛǎŎƛǇƭƛƴŀǊȅ ŀŎǘƛƻƴ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ .ƻŀǊŘΩǎ tŜǊǎƻƴƴŜƭ wǳƭŜǎ ŀƴŘ wŜƎǳƭŀǘƛƻƴǎΦ 

B. Authority 
The authority for small purchases as described herein is delegated to Department Directors and their 

designees. 

C. Procedure 

1. Purchases from $0.01 - $999.99 will be made using good purchasing practices. Good Purchasing 

practices are buying practices that ensure the County receives the best value for its money.  This 

includes purchasing from known vendors that have the item in stock and/or have already proven their 

pricing is lower than their competitors. 

2. Purchases from $1,000.00 ς $7,500.00 require two (2) Written Quotes.  The Quotes must be internally 

documented.  If two (2) Quotes cannot be obtained, the department/division must include proof of 

attempt to obtain Quotes. 

3. Efforts must be made to solicit Highlands County Entities and ²κa.9Ωǎ ǇǳǊǎǳŀƴǘ ǘƻ {ŜŎǘƛƻƴ с and 7 

of this Manual. 
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4. The Board's online requisition system must be utilized. Approval routings will follow the pre-

determined path. 

5. A Purchase Order will be issued by the Purchasing Division.  The requesting department/division will 

send the Purchase Order to the vendor or make further arrangements. 

6. Department Directors 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 Directors or their designees shall complete and submit Acquisition/Disposition Forms 

signed by the Department Director for all purchases of capital related items. 

D. Exceptions and Conditions 
Although small purchases are defined as purchases not more than $7,500.00, there are exceptions that 

govern the procedures for some purchases. Those exceptions are as follows: 

1. CƻǊ ŜƭŜŎǘǊƻƴƛŎ ƻŦŦƛŎŜ ŜǉǳƛǇƳŜƴǘ ǳǎŜŘ ƛƴ ŎƻƴƧǳƴŎǘƛƻƴ ǿƛǘƘ ŎƻƳǇǳǘŜǊ ŜǉǳƛǇƳŜƴǘΣ ŎƻƴǘŀŎǘ ǘƘŜ /ƭŜǊƪΩǎ 

Information Technology (IT) Department for compatibility prior to purchase. 

2. All travel related expenditures must be pre-ŀǇǇǊƻǾŜŘΣ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ǘƘŜ .ƻŀǊŘΩǎ ¢ǊŀǾŜƭ tƻƭƛŎȅΦ 

(APPENDIX 21) 
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SECTION 23. PROCUREMENT OF GOODS AND SERVICES - $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 of sourcing 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) 

2. Invitation to Bid (ITB) 

3. Request for Proposals (RFP)  

4. Request for Proposals for Professional Services 

5. Request for Proposals 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 Formal Written Quotes 

 Category 2: $50,000.01 and more  Invitation to Bid or Request for Proposals 

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 Purchasing Division, unless otherwise provided in this 

Manual. 

Nothing in this SŜŎǘƛƻƴ ǊŜŘǳŎŜǎ ƻǊ ƛƴǾŀƭƛŘŀǘŜǎ ǘƘŜ /ƻǳƴǘȅΩǎ ǊƛƎƘǘ ǘƻ ŀŎŎŜǇǘ ƻǊ ǊŜƧŜŎǘ ŀƴȅ ƻǊ ŀƭƭ vǳƻǘŜǎΣ Bids or 

Proposals, or any parts thereof, and to award, if an award is made, to the lowest responsive and responsible 

quoter/Bidder/Proposer whose submittal and qualifications indicate that the award will be in the best 

interests of the County. 

B. Unreasonably Low Bids or Proposals 
The County reserves the right to reject a Bid or Proposal that is unreasƻƴŀōƭȅ ƭƻǿΦ ά¦ƴǊŜŀǎƻƴŀōƭȅ ƭƻǿέ 

means that requiring the Bidder or Proposer to perform at that price would reasonably be expected to result 

in unacceptable quality of performance or abandonment of the project.  In order for a Bid or Proposal to be 

considered unreasonably low, it must be at least twenty (20) percent lower than the next lowest Bid or 

Proposal.   When the County suspects that a responsive Bid or Proposal is unreasonably low, the following 

procedures apply: 

1. The County shall advise the Bidder or Proposer of the reasons the Bid or Proposal is suspected of being 

unreasonably low and request the Bidder or Proposer to reconsider the Bid or Proposal. 

2. Within ten (10) business days from the date the Bidder or Proposer ǊŜŎŜƛǾŜǎ ǘƘŜ /ƻǳƴǘȅΩǎ ǊŜǉǳŜǎǘ ŦƻǊ 

reconsideration, the Bidder or Proposer shall reconsider the Bid or Proposal, inform the County of its 

position as to whether the Bid or Proposal is unreasonably low, and furnish the County all relevant 

information, including the documents that pertain to the reconsideration. The Bidder or Proposer 

shall demonstrate to the County that the BidderΩǎ ƻǊ ProposerΩǎ Ǉƻǎƛǘƛƻƴ ƛǎ ŎƻǊǊŜŎǘΦ  ¢Ƙŀǘ 
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demonstration will be evaluated by the Project Manager and the Purchasing Manager for Bids and by 

the Evaluation Committee for Proposals. 

3. If the County concludes that the Bid or Proposal is unreasonably low, the Purchasing Manager will 

submit a memo to the County Administrator requesting authorization to reject the Bid or Proposal. 

C. Written Quotations (Category 1 Purchases) 

1. General 

a. Written Quotations are authorized for one-time purchases that fall within Category 1. 

b. Category 1 purchases should not be made when annual expenditures, or the overall known 

need is/are anticipated to be more 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 to procure an 

item costing more than $50,000.00 is prohibited. 

d. The Purchasing Division will monitor Category 1 purchases and alert Department Directors of 

any abuses.  

e. Violation of procedures in Category 1 purchases will result in disciplinary action in accordance 

ǿƛǘƘ IƛƎƘƭŀƴŘǎ /ƻǳƴǘȅΩǎ tŜǊǎƻƴƴŜƭ wǳƭŜǎ ŀƴŘ wŜƎǳƭŀǘƛƻƴǎΦ 

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 
The authority for requesting Written Quotes as described herein is delegated to user departments/  

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 department/division, 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 Division before a Purchase Order 

will be issued.  

d. The Purchase Order may be issued by the Purchasing Division to the vendor by e-mail, fax or 

U.S. Postal Service, or submitted to the vendor by the user department/division if noted 

άŘŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴ ǘƻ ǎŎƘŜŘǳƭŜέ. 

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 completing and submitting 

Acquisition/Disposition Forms for the purchase of capital items. (APPENDIX 06) 

D. Invitation to Bid (ITB) 

1. General 

a. ITBs are authorized for purchases that fall within Category 2, for which the minimum 

requirements and specifications can be clearly defined, and evaluation is not required, other 

than to conclude if the minimum requirements were met. 

b. Items and services may be purchased on as-needed basis. 

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. Initiating a Bid 
The Purchasing Division will request sealed Bids on purchases of goods or services with a value of 

$50,000.01 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 for requesting sealed Bids. The Purchasing Division will solicit Bids 

from responsible prospective Bidders obtained from the vendor database, publications and 

catalogues, suggestions from Department Directors, previous Bidders, etc.   To initiate an ITB, the 

requesting department/division must submit the appropriate, signed Request for Bid Questionnaire 

(APPENDIX 14) to the Purchasing Manager. 

3. Bid File 
The Purchasing Division shall maintain all related documentation in the Bid file. 

4. Project Manager 
The requesting Department Director will appoint a Project Manager. 

5. Responsibility for Scope of Work 

a. Preparation of the Scope of Work 

(i) 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 of Proposers 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.   

(ii) The following should be included: 

¶ All components to be included with the ITB document, updated and 

completed. 

¶ ¢ƘŜ ά{ŎƻǇŜ ƻŦ ²ƻǊƪέ ŘŜǘŀƛƭƛƴƎ ǘƘŜ ƎƻƻŘǎ ƻǊ ǎervices. 
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¶ Price sheet. 

¶ Pre-Bid conference materials, if applicable. 

¶ Sample Contracts, if available. 

¶ Permit and license requirements, if applicable. 

¶ Bond requirements, if appropriate. 

b. Review 
The Purchasing Division will review the contents of the submitted ITB document and 

complete the specifications by adding items such as the day, date, time, and place for Bid 

opening, as well as, the County insurance requirements, terms and conditions (for non-

construction projects), and any other forms or notices required by the 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. 

b. The Purchasing Division and the Project Manager will have a pre-release meeting for the ITB 

to discuss details related to the scope of work and the procurement procedure. 

c. Pre-Bid Meetings and site visits may be made mandatory at the discretion of the Project 

Manager. The County will only accept Bids from those Bidders who attend all Mandatory Pre-

Bid Meetings and site visits in person or by a representative who has signed the sign-in sheets 

at those Mandatory Pre-Bid Meetings and site visits for that Bidder.  Each attendee is allowed 

to name only one Bidder on the sign-in sheet. Any Bidder or BidderΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ŀǊǊƛǾƛƴƎ 

late to a Mandatory Pre-Bid Meeting or site visit will not be allowed to sign in.  If a Pre-Bid 

Meeting or site visit or both is or are scheduled, it or they must be at least ten (10) days before 

Bid opening. 

d. The Bid opening date shall be no less than twenty-one (21) days from the date of the first 

advertisement. Bids will be opened and BidderǎΩ ƴŀƳŜǎ ǿƛƭƭ ōŜ ŀƴƴƻǳƴŎŜŘ ōȅ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 

Division at the publicly noticed Bid opening meeting. 

7. Advertisement / Notice 

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.  

b. The General Notice shall refer potential Bidders to the County's website for specific 

information concerning the ITB. Additional advertising may include, but is not limited to, 

minority publications, trade journals, and the Internet.  

c. The notice shall be e-mailed to appropriate vendors in the vendor database and any other 

potential Bidders that the user department/division identifies.  

d. 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 that Bids must be sealed; and 

provide the date, time, and place of Bid opening. 
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8. Addendum 

a. If deemed necessary, Addendum ǿƛƭƭ ōŜ ƛǎǎǳŜŘ ŀƴŘ ǇƻǎǘŜŘ ǘƻ ǘƘŜ /ƻǳƴǘȅΩǎ ǿŜōǎƛǘŜΦ  ¢ƘŜ Ŧƛƴŀƭ 

Addendum will be issued no less than five (5) days before the Bid opening date. It is the sole 

responsibility of the Bidder to check the website for Addendum(s). 

b. The Purchasing Division shall issue all Addendum.  Neither a requesting department/division 

nor a consultant shall issue an Addendum on behalf of the County. 

9. Communications 

Prospective Bidders shall not contact, communicate with or discuss any matter relating in any way to 

the ITB with any member or Employee of the Board of County Commissioners other than the 

Purchasing Manager or other Employee 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 a Purchase Order whichever is first to occur. Such communications by a Bidder shall be 

grounds for disqualifying the offending Bidder from consideration for award of the ITB and/or any 

future awards. 

10. Submission and Opening 

a. Bids must be received by the Purchasing Division at the location and no later than the time 

and date specified for submission in the ITB. No Bid shall be accepted after the specified 

deadline or at any location other than the Purchasing Division.  

b. Any Bid received late shall be returned to the Bidder unopened at the expense of the Bidder 

or will be destroyed unopened if the Bidder does not arrange for its return.  

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

public notice. When Bids are opened, the name of each Bidder will be read aloud.   

d. All Bids received and accepted will be made available for public inspection in accordance with 

Florida Statute 119.071(1)(b)2. 

e. The Purchasing Manager may elect to cancel or postpone a Bid opening at any time prior to 

the time set to open Bids. 

11. Bid Bond 

Pursuant to Florida Statute 255.05, a Bid Bond is required for all construction Bids that exceed 

$100,000.00. A successful Bidder will forfeit any surety required upon failure on their part to enter 

into a contract within the specified time after the award. Bid Bonds may, at the discretion of the 

Purchasing Manager, be required for construction quotes. For all other Bids, the Purchasing Manager, 

with the user department/division, shall determine whether or not a Bid Bond will be required. 

12. Public Construction Bonds 

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. 

13. Performance and Payment Bonds 

Performance and Payment Bonds may be required on Bids other than construction. 

14. Waiver of Irregularities 

The Purchasing Manager shall have the authority to waive any and all irregularities in any and all Bids. 
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15. Tabulation and Award of Bids 

a. After the Bid opening has been completed, the Purchasing Division and the Project Manager 

will review all Bids for compliance with the specifications and the Project Manager will select 

a Bidder for recommendation. For all construction projects a letter of recommendation will 

be required from the Engineering Division or the Engineer/Architect of Record. Award shall 

be made to the lowest, responsive, and responsible Bidder. Additional criteria as set forth in 

the ITB will be considered in the award of the Bid.  

b. 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) 

(ii) Local Preference ς Certified in accordance with Section 6 of this Manual. 

(iii) Women/Minority Business Enterprise ς Certified in accordance with Section 5 of this 

Manual.  

(iv) Other specific considerations as may be included in the published specifications. 

(v) (Such other considerations as are identified by normal and sound business practices. 

c. The award tabulation document will be prepared by the Purchasing Division, based on the 

recommendation of the Project Manager, indicating the recommended Bidder. The tabulation 

will be submitted to the requesting Department Director 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 Administrator has 

approved the Bidder selection, the tabulation will be returned to the Purchasing Division.  

d. A copy of the award tabulation will be sent via e-mail to the Project Manager and to all Bidders, 

denoting the selection of the successful Bidder. It ǿƛƭƭ ŀƭǎƻ ōŜ ǇƻǎǘŜŘ ƻƴ ǘƘŜ /ƻǳƴǘȅΩǎ ǿŜōǎƛǘŜΦ 

e. The Purchasing Manager shall make Bid awards for purchases of $50,000.00 or more, when 

funds are budgeted, and there is no successful Bid protest.  

f. Work shall not begin until issuance of a Purchase Order, Notice 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 responsibility of the user department/division or Project 

Manager to take the contract before the Board for approval.  

b. When a contract is required, the authorized representative of the successful Bidder shall 

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 Manager, County Administrator or 

Board of County Commissioners.  Refer to Section 15 for signature authority. 

d. If the contract is for construction, the successful Bidder shall 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. Any Bidder who 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 award may be required to forfeit their Bid Bond.  

f. Upon the execution of the contract by the successful Bidder their Bid Bond may be released.   

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

h. 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 authority.  Refer to APPENDIX 09Σ ά/ƘŀƴƎŜ hǊŘŜǊ CƻǊƳ ŦƻǊ 

Construction PrƻƧŜŎǘǎέΦ  !ƴȅ ŎƘŀƴƎŜ ǘƘŀǘ ŜȄŎŜŜŘǎ ǘƘŜ ŎǳǊǊŜƴǘ {ŜŀƭŜŘ Bid threshold as 

ŜǎǘŀōƭƛǎƘŜŘ ōȅ ǘƘŜ .ƻŀǊŘΣ Ƴǳǎǘ ƘŀǾŜ ǘƘŜ .ƻŀǊŘΩǎ ŀǳǘƘƻǊƛȊŀǘƛƻƴΦ  

(ii) 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.  

i. Contract renewal 

(i) The Project Manager is responsible to make arrangements for contract extension, 

when such extension is allowed in the original contract. 

(ii) Contract extension will be executed is accordance with the signature authority 

established in this Manual.   

E. Initiation to Bid for Annual Bids 

1. General 

a. Annual Bids are used when the cumulative amount of purchases during any 12-month period 

is $50,000.00 or more, and unit prices can be established. 

b. Bidders will be ranked for each Bid item. 

c. Purchases will be made on as-needed cases. P-Card may be utilized for purchases from an 

Annual Bid, at the discretion of the User Department Director. 

2. Procedures 

Procedures are same as described above for ITBs, except bonds and contracting. 

F. Request for Proposals (RFP), excluding Professional Services and Design-Build Services  

1. General 

a. RFPs are authorized for purchases for that fall within Category 2, for which purchases the 

specifications cannot be clearly defined, or factors other than price are critical, or the ability 

to negotiate is desired. 

b.  Evaluation of each Proposal is 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 Manager will submit the Request for RFP Questionnaire (APPENDIX 15) to the Purchasing 

Manager. 

3. Proposal File 

The Purchasing Division shall maintain all related documentation in the Proposal file. 

4. Project Manager 

The requesting Department Director will appoint 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 of Proposers 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. 

b. The following should be included: 

(i) ¢ƘŜ ά{ŎƻǇŜ ƻŦ ²ƻǊƪέ ŘŜǘŀƛƭƛƴƎ ǘƘŜ ƎƻƻŘǎ ƻǊ ǎŜǊǾƛŎŜǎΦ 

(ii) Price sheet, if appropriate. 

(iii) Pre-Proposal conference materials, if applicable. 

(iv) Sample Contracts, if available. 

(v) Permit and license requirements, if applicable. 

(vi) Bond requirements, if appropriate. 

(vii) Qualification criteria. 

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.  

b. 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.  

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

that RFP.   

d. 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. 
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(i) 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 for the 

calculation of time elapsed.   

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

refresher course. 

(iii) Training must be completed before the Proposals are opened.  

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 a pre-release meeting for the RFP 

to discuss details related to the scope of work and the procurement procedure. 

c. Pre-Proposal meetings and site visits may be made mandatory at the discretion of the Project 

Manager. The County will only accept Proposals from those Proposers who attend all 

Mandatory Pre-Proposal meetings and site visits in person or by a representative who has 

signed the sign-in sheets at those Mandatory Pre-Proposal meetings and site visits for that 

Proposer.  Each attendee is allowed to name only one Proposer on the sign-in sheet. Any 

Proposer or ProposerΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ŀǊǊƛǾƛƴƎ ƭŀǘŜ ǘƻ ŀ Mandatory Pre-Proposal meeting or 

site visit will be allowed to sign in, but the late arrival will be noted on the sign-in sheet, and 

Proposal will not be accepted from the late Proposer.  If a Pre-Proposal meeting or site visit 

or both is or are scheduled, it or they must be at least twenty (20) days before Proposal 

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 potential Proposers 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 e-mailed to appropriate vendors in the vendor database and any other 

vendors that the user department/division identifies.  

e. Notice of the RFP shall be posted in the Purchasing Division. The notice shall provide a 

description of the project or services and title of the RFP; state that Proposals must be sealed; 

and provide the date, time, and place of Proposal opening. The notice shall also state any 

additional criteria in the award of the RFP. 

9. Addendum 

a. If deemed necessary, Addendum ǿƛƭƭ ōŜ ƛǎǎǳŜŘ ŀƴŘ ǇƻǎǘŜŘ ǘƻ ǘƘŜ /ƻǳƴǘȅΩǎ ǿŜōǎƛǘŜΦ  ¢ƘŜ Ŧƛƴŀƭ 

Addendum will be issued no less than ten (10) days before the Proposal opening date. It is the 

sole responsibility of the Proposer to check the website for Addendum. 
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b. The Purchasing Division shall issue all addenda.  Neither a requesting department/division nor 

a consultant shall issue an Addendum on behalf of the County. 

10. Communications 

Prospective Proposers shall not contact, communicate with or discuss any matter relating in any way 

to the RFP with any member or Employee of the Board of County Commissioners other than the 

Employee identified by name in the RFP. This prohibition begins with the issuance of the RFP and ends 

upon execution of a formal contract.  Such communications by a Proposer shall be grounds for 

disqualifying the offending Proposer from consideration for award of the RFP and/or any future 

awards. 

11. Submission and Opening 

a. Proposals must be received by the Purchasing Division at the location and no later than the 

time and date specified for submission in the RFP. No Proposal shall be accepted after the 

specified deadline or at any location other than the Purchasing Division.  

b. Any Proposal received late shall be returned to the Proposer unopened at the expense of the 

Proposer or will be destroyed unopened if the Proposer does not arrange for its return.  

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

the public notice.    

d. The Proposal opening date shall be no less than thirty (30) days from the date of the first 

advertisement.   

e. When Proposals are opened, the name of each Proposer will be read aloud.  

f. All Proposals 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 postpone a Proposal opening at any time prior 

to the time and date set to open Proposals. 

12. Bid Bond 

Pursuant to Florida Statute 255.05, a Bid Bond is required for all construction Proposals that exceed 

$100,000.00. A successful Proposer may forfeit any surety required upon failure on their part to enter 

into a contract within the specified time after the award. Bid Bonds may, at the discretion of the 

Purchasing Manager, be required for construction Quotes. For all other Proposals, the Purchasing 

Manager, with the user department/division, shall determine whether or not a Bid Bond will be 

required. 

13. 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. 

14. Performance and Payment Bond 

Performance and Payment Bonds may be required on Proposals other than construction. 

15. Waiver of Irregularities 

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

Proposals. 
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16. Evaluation 

a. A Purchasing Division staff member who is not an Evaluator will review the Proposals to 

confirm the presence of all required responses and documents such as insurance certificates, 

licenses, E-Verify confirmation, etc.  

b. The Evaluation Committee may request an analysis of any criterion of the Proposals 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. At a publicly noticed meeting, the Evaluation Committee will have the opportunity to discuss 

each Proposer and the Proposals.  The Evaluation Committee will finalize their individual 

scores, which will be tallied by the Purchasing Division and shall be the final ranking of the 

Evaluation Committee unless the Evaluation Committee requests presentations by or 

interviews with some or all Proposers.   

17. Presentations or Interviews 

Upon request of the Evaluation Committee, Proposers whose Proposals 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 two (2) Proposers in the order of the 

preliminary ranking (highest to lowest). The County will provide a notice to the invited Proposers at 

least ten (10) business days before the presentations or interviews.  Following the presentations 

and/or interviews, if requested, the Evaluation Committee members shall complete their evaluations 

for selection of the most highly qualified Proposer. 

18. 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 of a recommendation by the Evaluation 

Committee, the Committee members will sign the recommendation.  The Purchasing Division will 

send the award tabulation via e-mail to the Project Manager and to all Proposers reporting the results 

of the evaluation and the selection of the successful Proposer.  A copy of the award tabulation will 

also be ǇƻǎǘŜŘ ƻƴ ǘƘŜ /ƻǳƴǘȅΩǎ ǿŜōǎƛǘŜΦ   

19. Negotiations 

The County Administrator will negotiate a contract with the most qualified Proposer recommended 

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 that Proposer shall be formally terminated. The County 

Administrator shall then undertake negotiations with the second most qualified Proposer, if 

recommended by the Evaluation Committee.   

20. Contracts 

a. The user department/division is responsible creation of the contract, with the assistance of 

the Purchasing Division, 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 contract is required, the authorized representative of the successful Proposer shall 

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 Manager, County Administrator or 

Board of County Commissioners.  Refer to Section 15 for signature authority. 

d. If the contract is for construction, the successful Proposer shall also execute and deliver to 

the Clerk of Courts Recording Division a public construction bond in the amount specified in 

the RFP.  

e. Any Proposer who 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 their Bid Bond.  

f. Upon the execution of the contract by the successful Proposer their Bid Bond may be released.   

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

the term. 

h. 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.  Change Order 

Form (APPENDIX 09) must be used for construction. Refer to Section 15 for signature 

authority.  

(ii) 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 

responsible for all amendments, modifications or change orders that increase or 

decrease only the contract time. 

i. Contract renewal 

(i) The Project Manager is responsible to make arrangements for contract extension, 

when such extension is allowed in the original contract. 

(ii) Contract extension will be executed is accordance with the signature authority 

established in this Manual.   

G. Request for Proposal (RFP) for Professional 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 services, other 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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b. 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.   

c. In addition to the Professional Services described above, the Board regards the following 

services as Professional Services that will be procured in the manner provided in Florida 

Statute 287.055: 

(i) Legal Services (Attorneys and Legal Professionals); 

(ii) Accounting Services (excludes Auditors); and 

(iii) Medical Services (Physicians, Physician Assistants, and Nurses) 

d. Audit Services shall instead be procured pursuant to Florida Statute 218.391. 

e. Continuing contracts shall not be used when the estimated construction cost individual 

project under contract exceeds $2,000,000.00, or for study activity where the fee exceeds 

$200,000.00. A new RFP shall be solicited for these projects. 

2. 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 Administrator by the requesting Department Director. The County 

Administrator will approve or deny the request for Professional Services. If approved, the Project 

Manager will submit the Request for RFP Questionnaire (APPENDIX 15) to the Purchasing Manager. 

3. Proposal File 

The Purchasing Division shall maintain all related documentation in the Proposal file. 

4. Project Manager 

The requesting Department Director will appoint a Project Manager. 

5. 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.  

b. 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.  

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

that RFP.   

d. 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. 

e. 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 for the calculation of time elapsed.   

f. 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 the Proposals are opened.  

6. Responsibility for providing 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. For the benefit of Proposers 

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 submitted specifications 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. Pre-Proposal conference 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; 

(ii) Whether the Proposer is a certified minority business enterprise; 

(iii) 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 each Proposer by the County, with the object 

of effecting on equitable distribution of contracts among qualified Proposers, 

provided such distribution does not violate the principle of selection of the most 

highly qualified Proposers. 

g. Pricing shall not be solicited in 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 a pre-release meeting for the RFP 

to discuss details related to the scope of work and the procurement procedure. 

c. Pre-Proposal meetings and site visits may be made mandatory at the discretion of the Project 

Manager. The County will only accept Proposals from those Proposers who attend all 

Mandatory Pre-Proposal meetings and site visits in person or by a representative who has 

signed the sign-in sheets at those Mandatory Pre-Proposal meetings and site visits for that 

Proposer.  Each attendee is allowed to name only one Proposer on the sign-in sheet. Any 
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Proposer or ProposerΩǎ ǊŜǇǊŜǎŜƴǘŀǘƛǾŜ ŀǊǊƛǾƛƴƎ ƭŀǘŜ ǘƻ ŀ Mandatory Pre-Proposal meeting or 

site visit will not be allowed to sign in.  If a pre-Proposal meeting or site visit or both is or are 

scheduled, it or they must be at least twenty (20) days before Proposal opening.  

d. The Proposal opening date shall be no less than thirty (30) days from the date of the first 

advertisement.  Proposals will be opened and ProposerΩǎ ƴŀƳŜǎ ǿƛƭƭ ōŜ ŀƴƴƻǳƴŎŜŘ ōȅ ǘƘŜ 

Purchasing Division at the publicly noticed Proposal opening meeting. 

(i) For architecture, professional engineering, landscape architecture, or registered 

surveying and mapping.  If the County does not receive at least three (3) Proposals, 

the Proposals shall not be opened, the RFP will be cancelled, and the Proposers will 

be notified. The County will request written instructions from the Proposers for 

returning their unopened Proposals (at the ProposerΩǎ ŜȄǇŜƴǎŜύ or destroying the 

unopened Proposals.  The RFP may be re-advertised at the discretion of the Project 

Manager. 

(ii) For legal services, accounting services, and medical services the County can proceed 

with the evaluation if less than three (3) Proposals are received. 

(iii) The Purchasing Division and the Project Manager will schedule all Evaluation 

Committee meetings, including required Evaluation Training meetings. 

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. The General Notice shall 

refer potential Proposers to the County's website for specific information concerning the RFP. 

Additional advertising may include, but is not limited to, minority publications, trade journals, 

and the Internet. The notice shall be e-mailed to appropriate vendors in the vendor database 

and any other vendors that the user department/division identifies.  

b. Notice of the RFP shall be posted in the Purchasing Division. The notice shall: provide a 

description of the services and title of the RFP; state that Proposals must be sealed; and 

provide the date, time and place of Proposal opening.  The notice shall also state any 

additional criteria in the award of the RFP. 

9. Addendum 

a. If deemed necessary, Addendum ǿƛƭƭ ōŜ ƛǎǎǳŜŘ ŀƴŘ ǇƻǎǘŜŘ ǘƻ ǘƘŜ /ƻǳƴǘȅΩǎ ǿŜōǎƛǘŜΦ  ¢ƘŜ Ŧƛƴŀƭ 

Addendum will be issued no less than ten (10) days before the Proposal opening date. It is the 

sole responsibility of the Proposer to check the website for Addendum. 

b. The Purchasing Division shall issue all Addendum.  Neither a requesting department/division 

nor a consultant shall issue an Addendum on behalf of the County. 

10. Communications 

Prospective Proposers shall not contact, communicate with or discuss any matter relating in any way 

to the RFP with any member or Employee of the Board of County Commissioners other than the 

Purchasing Manager or other Employee identified by name in the cover page of the RFP. This 

prohibition begins with the issuance of the RFP and ends upon execution of a formal contract. Such 

communications by a Proposer shall be grounds for disqualifying the offending Proposer from 

consideration for award of the RFP and/or any future awards. 
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11. Submission and Opening 

a. Proposals must be received by the Purchasing Division at the location and no later than the 

time and date specified for submission in the RFP. No Proposal shall be accepted after the 

specified deadline or at any location other than the Purchasing Division.  

b. Any Proposal received late shall be returned to the Proposer unopened at the expense of the 

Proposer or will be destroyed unopened if the Proposer does not arrange for its return.  

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

the public notice.   

d. The Proposal opening date shall be no less than thirty (30) days from the date of the first 

advertisement.   

e. When Proposals are opened, the name of each Proposer will be read aloud.  

f. All Proposals 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 postpone a Proposal opening at any time prior 

to the time and date set to open Proposals. 

12. Waiver of Irregularities 

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

Proposals. 

13. Evaluation 

a. After the Proposals are opened, the Evaluation Committee will proceed pursuant to Florida 

Statute 287.055. 

b. A Purchasing Division staff member who is not an Evaluator will review the Proposals to 

confirm the presence of all required responses and documents such as insurance certificates, 

licenses, E-Verify confirmation, etc.  

c. The Evaluation Committee may request an analysis of any criterion of the Proposals 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.  

d. At a publicly noticed meeting, the Evaluation Committee will have the opportunity to discuss 

each Proposer and the Proposals.  The Evaluation Committee will finalize their individual 

scores, which will be tallied by the Purchasing Division and shall be the final ranking of the 

Evaluation Committee unless the Evaluation Committee requests presentations by or 

interviews with some or all Proposers.   

14. Presentations/Interviews 

a. The Evaluation Committee shall request presentations and conduct discussions with at least 

three (3) Proposers, if the RFP is for architectural, professional engineering, landscape 

architecture, or registered surveying and mapping services.  
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b. Services other than architectural, professional engineering, landscape architecture, or 

registered surveying and mapping services, presentations may be requested at the discretion 

of the Evaluation Committee. 

c. The County will provide a notice to the invited Proposers at least ten (10) business days before 

the presentations or interviews.  Following the presentations and/or interviews, if requested, 

the Evaluation Committee members shall complete their evaluations for selection of the most 

highly qualified Proposer. 

15. 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 of a recommendation by the Evaluation 

Committee, the Committee members will sign the recommendation.  The Evaluation Committee shall 

rank no fewer than three (3) Proposers for architecture, professional engineering, landscape 

architecture, or registered surveying and mapping services. The Purchasing Division will send the 

award tabulation via e-mail to all Proposerǎ ŀƴŘ Ǉƻǎǘ ƛǘ ƻƴ ǘƘŜ /ƻǳƴǘȅΩǎ ǿŜōǎƛǘŜΦ 

16. Negotiations 

a. The County Administrator will negotiate a contract with the most qualified Proposer 

recommended by the Evaluation Committee for professional services on compensation and 

terms that the County Administrator determines are fair, competitive, and reasonable. In 

ƳŀƪƛƴƎ ǘƘŀǘ ŘŜǘŜǊƳƛƴŀǘƛƻƴ ǘƘŜ /ƻǳƴǘȅ !ŘƳƛƴƛǎǘǊŀǘƻǊ ǎƘŀƭƭ ŎƻƴǎƛŘŜǊ ǘƘŜ /ƻǳƴǘȅΩǎ ŘŜǘŀƛƭŜŘ 

analysis 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 that Proposer shall be formally terminated.  The County Administrator shall 

then undertake negotiations with the second most qualified Proposer. If the County 

Administrator is unable to negotiate a contract with the second most qualified Proposer, 

negotiations with that Proposer shall be formally terminated.  The County Administrator may 

then commence negotiations with the third most qualified Proposer.  Should the County 

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 other Proposers, in the order of their ranking by the Evaluation 

Committee, until an agreement is reached.  (Florida Statute 287.055 (5) (c)). 

b. For any lump-sum or cost-plus-a-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, the Proposer receiving 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 

287.055 (5) (a)). 

17. 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 contract is required, the authorized representative of the successful Proposer shall 

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 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 authority.  

(ii) 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 

responsible for all amendments, modifications or change orders that increase or 

decrease only the contract time.  

f. Contract renewal 

(i) The Project Manager is responsible to make arrangements for contract extension, 

when such extension is allowed in the original contract. 

(ii) Contract extension will be executed is accordance with the signature authority 

established in this Manual.   

H. Request for Proposals (RFP) for Design-Build Services 

1. General 

To establish procedures for the procurement of a turn-key service that includes both the design and 

construction of a public construction project by means of a single contract with a design-build firm in 

accordance with Florida Statute 287.055. 

2. Initiating a Design-Build RFP 

To initiate a request for Design Build Services, a memo defining the scope of work must be prepared 

and submitted to the County Administrator by the requesting Department Director. The County 

Administrator will approve or deny the request for Design Build Services. If approved, the Project 

Manager will submit the Request for RFP Questionnaire (APPENDIX 15) to the Purchasing Manager. 

3. Proposal File 

The Purchasing Division shall maintain all related documentation in the Proposal file. 

4. Project Manager 

The requesting Department Director will appoint a Project Manager. 
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5. 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.  

b. 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.  

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

that RFP.   

d. 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. 

e. 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 for the calculation of time elapsed.   

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

refresher course. 

g. Training must be completed before the Proposals are opened.  

h. The Evaluation Committee will be comprised of: 

(i) the County Administrator or designee, and  

(ii) the Purchasing Manager or designee, and 

(iii) a representative of the requesting department/division, and 

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

Manager. 

6. Responsibility to provide for 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. The following should be included: 

(i) The Design Criteria Package detailing the project requirements. 

(ii) Pre-Proposal conference materials, if applicable. 

(iii) Sample Contracts, if available. 

(iv) Permit or license requirements, if applicable. 

(v) Bond requirements, if appropriate. 

b. Determination of ability will be based on a minimum of the following criteria: 

(i) Ability of professional personnel; 

(ii) Whether the Proposer is 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 each Proposer by the County, with the object 

of effecting on equitable distribution of contracts among qualified Proposers, 

provided such distribution does not violate the principle of selection of the most 

highly qualified Proposers. 

c. 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.  The Design 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 selected and 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 executed pursuant to the Design Criteria Package. The design criteria 

professional shall be available for consultation regarding the following: evaluation of the 

responses or Bids submitted by the design-build 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. 

d. The Purchasing Division will review the contents of the submitted RFP document and 

complete the specifications by adding items such as the day, date, time and place for the RFP 

ƻǇŜƴƛƴƎǎ ǘŜǊƳǎ ŀƴŘ ŎƻƴŘƛǘƛƻƴǎΣ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ .ƻŀǊŘ ƻŦ /ƻǳƴǘȅ /ƻƳƳƛǎǎƛƻƴŜǊǎΩ ƛƴǎǳǊŀƴŎŜ 

requirements and any other forms or notices required by the Board or Florida Statutes. 

7. Meetings 

a. The Purchasing Division is responsible for scheduling all meetings related to the solicitation 

and publicly noticing meetings as required by law. 

b. The Purchasing Division and the Project Manager will have a pre-release meeting for the RFP 

to discuss details related to the scope of work and the procurement procedure. 

c. Pre-Proposal meetings and site visits may be made mandatory at the discretion of the Project 

Manager. The County will only accept Proposals from those Proposers who attend in person 

or by a representative, all Mandatory Pre-Proposal meetings and site visits and signed in the 

sign-in sheets at those Mandatory Pre-Proposal meetings and site visits for that Proposer.  

Each attendee is allowed to name only one Proposer on the sign-in sheet. Any Proposers or 

Proposer representative arriving late to a Mandatory Pre-Proposal meeting or site visit will 

not be allowed to sign in and join the meeting or site visit. If a pre-Proposal meeting or site 

visit or both are scheduled, it or they must be at least ten (10) days before Proposal opening.  

d. The Proposal opening date shall be no less than thirty (30) days from the first legal 

advertisement.  A Proposal opening meeting will be held at the date, time, and location 

specified in the RFP document.  Proposals will be opened and ProposerǎΩ ƴŀƳŜǎ ǿƛƭƭ ōŜ ǊŜŀŘ 

aloud by the Purchasing Division at the publicly noticed Bid opening meeting.  If the County 

does not receive at least three (3) Proposals, the Proposals shall not be opened, the RFP will 
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be cancelled, and the Proposers will be notified. The County will request written instructions 

from the Proposers for returning their unopened Proposals (at the ProposerΩǎ ŜȄǇŜƴǎŜύ ƻǊ 

destroying the unopened Proposals.  The RFP may be re-advertised at the discretion of the 

Project Manager. 

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 ProposerΩǎ ǘo the County's website for specific information concerning the RFP. 

Additional advertising may include minority publications, trade journals, and the Internet. The notice 

shall be e-mailed to all parties on the applicable Proposer list. Also, any Proposers 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 Proposals must be sealed; and provide the date, time and place of Proposal opening. 

9. Addendum 

a. If deemed necessary, Addendum ǿƛƭƭ ōŜ ƛǎǎǳŜŘ ŀƴŘ ǇƻǎǘŜŘ ǘƻ ǘƘŜ /ƻǳƴǘȅΩǎ ǿŜōǎƛǘŜΦ  ¢ƘŜ Ŧƛƴŀƭ 

Addendum will be issued no less than ten (10) days before the Proposal opening date. It is the 

sole responsibility of the Proposer to check the website for Addendum. 

b. The Purchasing Division shall issue all addenda.  Neither a requesting department/division nor 

a consultant shall issue an Addendum on behalf of the County. 

10. Communication 

Prospective Proposers shall not contact, communicate with or discuss any matter relating in any way 

to the RFP with the Board of County Commissioners, any Employee of Highlands County, other than 

the as directed in the cover page of the RFP. This prohibition begins with the issuance of the RFP and 

ends upon execution of the formal contract. Such communications initiated by a Proposer shall be 

grounds for disqualifying the offending Proposer from 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 RFP. No Proposals shall be accepted after the 

specified deadline or at any location other than the Purchasing Division. Any Proposals 

received late shall be returned to the Proposer unopened.  Proposals shall be opened in public 

at the time and place stated in the public notices. All Proposals 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 postpone a Proposal at any time prior to the 

time and date set to open Proposals. 

12. Evaluation 

a. After the Proposals are opened, the Evaluation Committee will proceed pursuant to F.S. 

§287.055.  

b. A Purchasing Staff member, who is not an Evaluator, will review the Proposals strictly to 

confirm the presence of all required responses and documents such as insurance certificates, 

licenses, E-Verify confirmation, etc. 
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c. The Evaluation Committee may request an analysis of any criterion of the Proposals by the 

Purchasing Division, or an independent and 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 and shall not influence the Committee members to favor or 

disfavor a particular Proposer. 

d. Methods of Evaluation 

(i) Competitive Bidding Approach-Adjusted Score Design-Build Process.  The Adjusted 

Score Design-Build approach may be used when overall outcomes can be clearly 

defined, but a number of alternatives may exist which could provide the outcomes 

desired. Price Proposals shall be submitted on the Proposal Form included with the 

RFP specifications and shall include one lump sum price for the entire Project and the 

number of calendar days within which the Proposer will complete the Project. Price 

Proposal shall be hand delivered in a separate, sealed envelope to the location and 

person specified in the RFP document. The package shall indicate clearly that it is the 

Price Proposal and shall identify clearly the ProposerΩǎ ƴŀƳŜ ŀƴŘ tǊƻƧŜŎǘ ŘŜǎŎǊƛǇǘƛƻƴΦ  

The Price Proposals shall be secured and unopened until after the technical scores are 

announced in a publicly noticed meeting. The date will be specified for opening of 

Price Proposals in the RFP document.  At the discretion of the Project Manager the 

process shall consist of either a two or three phase process. 

¶ Two Phase Process 
(a) Technical Proposal (Technical Scores) 

(b) Price Proposal (Lump-Sum amount) 

¶ Three Phase Process 
(a) Proposal of Qualifications (To short-list at least three firms) 

(b) Technical Proposals from short-listed firms 

(c) Price Proposal (Lump-Sum amount) 

(ii) Final Selection 

¶ A public meeting will be held for the announcement of the technical scores 

and opening of sealed price Proposals. At this meeting, an Employee of the 

Purchasing Division, who is not a member of the Evaluation Committee, will 

announce each ProposerΩǎ ǘƻǘŀƭ ǘŜŎƘƴƛŎŀƭ ǎŎƻǊŜ όŎƻƳōƛƴŜŘ ŦǊƻƳ ŜŀŎƘ 

Evaluator).  

¶ Immediately following the announcement of the technical scores, the sealed 

price Proposals will be opened and the adjusted scores calculated by an 

Employee of the Purchasing Division, who is not a member of the Evaluation 

Committee.  

¶ The Evaluation Committee will review the Price Proposal of each Proposer as 

to the apparent lowest adjusted score and make a final determination of the 

lowest adjusted score.  

¶ 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 Evaluation Committee may decide to reject all 

Proposals.  

¶ If the Evaluation Committee decides to proceed (and not reject the Proposals), 

the award tabulation will be created by the Purchasing Division, signed by all 

Evaluators, e-mailed to all Proposers and posǘŜŘ ǘƻ ǘƘŜ /ƻǳƴǘȅΩǎ ǿŜōǎƛǘŜΦ 

Contract negotiations will begin with the Proposer determined by the 

Evaluators to have the lowest adjusted score. 

(iii) Competitive Negotiation Approach 

¶ In the event a competitive negotiation approach is selected, the Evaluation 

Committee shall select no less than three (3) Proposers ranked in order of 

preference from those Proposers deemed to be most qualified to perform the 

required services. 

¶ In making its determination, the Evaluation Committee shall interview no less 

than three (3) Proposers to determine their relative ability to meet time and 

budget requirements and to identify and establish the relative merits of each 

ProposerΩǎ ŀǇǇǊƻŀŎƘ ǘƻ ƳŀƴŀƎƛƴƎ ŀƴŘ ǎŎƘŜŘǳƭƛƴƎ ǘƘŜ ǇǊƻƧŜŎǘΦ  

¶ The County Administrator will then negotiate a contract for submittal to the 

Board for the Design-Build services with the Proposer ranked 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 design-build 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 of the Proposals or Bids 

submitted by the design-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 negotiate a satisfactory contract with the Proposer considered 

to be the most qualified, at a price determined to be fair, competitive, and 

reasonable, negotiations with that Proposer shall 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 

qualified firm. Should the County Administrator be unable to negotiate a 

satisfactory contract with any of the selected firms, additional firms shall be 

selected in accordance with this Section until agreement is reached.   

¶ After a firm is selected, a contract shall be drafted and reviewed 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. 
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13. Presentations/Interviews 

a. The Evaluation Committee shall request presentations and conduct discussions with at least 

three (3) Proposers. 

b. The County will provide a notice to the invited Proposers at least ten (10) business days before 

the presentations or interviews.  Following the presentations and/or interviews, if requested, 

the Evaluation Committee members shall complete their evaluations for selection of the most 

highly qualified Proposer. 

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 of a recommendation by the Evaluation 

Committee, the Committee members will sign the recommendation.  The Evaluation Committee shall 

rank no fewer than three (3) Proposers. The Purchasing Division will send the award tabulation via e-

mail to all Proposers and pƻǎǘ ƛǘ ƻƴ ǘƘŜ /ƻǳƴǘȅΩǎ ǿŜōǎƛǘŜΦ 

15. Negotiations 

a. The County Administrator will negotiate a contract with the most qualified Proposer 

recommended by the Evaluation Committee for professional services on compensation and 

terms that the County Administrator determines are fair, competitive, and reasonable. In 

ƳŀƪƛƴƎ ǘƘŀǘ ŘŜǘŜǊƳƛƴŀǘƛƻƴ ǘƘŜ /ƻǳƴǘȅ !ŘƳƛƴƛǎǘǊŀǘƻǊ ǎƘŀƭƭ ŎƻƴǎƛŘŜǊ ǘƘŜ /ƻǳƴǘȅΩǎ ŘŜǘŀƛƭŜŘ 

analysis 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 that Proposer shall be formally terminated.  The County Administrator shall 

then undertake negotiations with the second most qualified Proposer. If the County 

Administrator is unable to negotiate a contract with the second most qualified Proposer, 

negotiations with that Proposer shall be formally terminated.  The County Administrator may 

then commence negotiations with the third most qualified Proposer.  Should the County 

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 other Proposers, in the order of their ranking by the Evaluation 

Committee, until an agreement is reached.  (Florida Statute 287.055 (5) (c)). 

b. For any lump-sum or cost-plus-a-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, the Proposer receiving 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 

287.055 (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 contract is required, the authorized representative of the successful Proposer shall 

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 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 authority. 

(ii) Amendments, modifications, and change orders must be reviewed by the Purchasing 

Division prior to execution. 

f. Contract renewal 

(i) The Project Manager is responsible to make arrangements for contract extension, 

when such extension is allowed in the original contract. 

(ii) Contract extension will be executed is accordance with the signature authority 

established in this Manual.   

I. 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, their availability, 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 a future solicitation. 
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SECTION 24. PROTEST PROCEDURE 

A. General 
It is the 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 following 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 REQUIREMENTS WITHIN THE TIME 

FRAMES PRESCRIBED IN SECTION 23 OF THE HIGHLANDS COUNTY BOARD OF COUNTY COMMISSIONERS 

PURCHASING MANUAL SHALL CONSTITUTE A WAIVER OF YOUR PROTEST AND ANY RESULTING CLAIMS.  

THAT PURCHASING MANUAL IS AVAILABLE FOR PUBLIC INSPECTION IN THE PURCHASING DIVISION AND 

hb ¢I9 ILDI[!b5{ /h¦b¢¸ .h!w5 hC /h¦b¢¸ /haaL{{Lhb9w{Ω ²9.{L¢9 ό²²²ΦI/.//Φb9¢ύ !b5 

MAY BE OBTAINED FROM THE HIGHLANDS COUNTY BOARD OF COUNTY COMMISSIONERS PURCHASING 

DIVISION." 

C. Right to Protest 
Any aggrieved, actual or prospective Bidder or Proposer 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 County website. Vendors who submit a Bid or Proposal, or who are being 

suspended or debarred, will be notified by e-mail. 

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 Invitation 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 no later than four o'clock (4:00) p.m. on the third (3rd) 

workday following the e-mailing date of the notice of the recommendation of award, suspension or 

debarment.  In addition, a protest bond in the form of a non-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 the basis 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 the Recommendation of Award 

Upon the receipt of a timely notice of intent to file a proǘŜǎǘ ŀƴŘ ŎŀǎƘƛŜǊΩǎ ŎƘŜŎƪ ǎŀǘƛǎŦȅƛƴƎ ǘƘŜ 

requirements of this Section, 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 filed 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 Emergency Purchase 

is necessary, as defined in the Purchasing Manual, action may be taken to obtain the necessary goods 

or services. 

4. Written Protest 

Any person who has timely filed a notice of intent to file a protest, as described in this Section, shall 

file a formal written 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 after filing 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 identification number and 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 material 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 entity to the 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. 

5. Protest Meeting 

The Purchasing Manager shall notify the protesting person 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 of a Director (from other than the User Department / Division) or his or her 

designee, that is not associated with the project, the 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 advise the Protest 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 in paragraph d of this Section 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 will be advised 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 Purchasing Manager 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 ask questions of all affected persons 

and their representatives.  The 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. The protesting 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.   

6. Protest Committee Recommendation 

The Protest Committee will make its recommendation, in writing, to the County Administrator within 

five (5) workdays after the protest meeting.  

7. 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 Committee.  The 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 the action in question will be heard. 

8. Calculation of Time 

Lƴ ŎŀƭŎǳƭŀǘƛƴƎ ǘƘŜ ǘƛƳŜ ǇŜǊƛƻŘǎ ŜǎǘŀōƭƛǎƘŜŘ ƛƴ ǘƘƛǎ {ŜŎǘƛƻƴΣ ǘƘŜ ǘŜǊƳ άǿƻǊƪŘŀȅǎέ ǎƘŀƭƭ ƴƻǘ ƛƴŎƭǳŘŜ 

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 
For all formal competitive purchases over $50,000.00, the following requirements for E-Verify apply. 

1. Definitions as used in this Section: 

a. Employee assigned to the contract ς An Employee who was hired after November 6, 1986, 

who is directly performing work, in the United States, under a contract. An Employee is not 

considered to be directly performing work under a contract if the Employee: 

(i) Normally performs support work, such as indirect or overhead functions; and 

(ii) Does not perform any substantial duties applicable to the contract. 

b. Subcontract - Any contract entered into by a Subcontractor to furnish goods or services for 

performance of a contract or a subcontract under a contract.  It includes, but is not limited to, 

Purchase Orders and changes and modifications to Purchase Orders. 

c. Subcontractor - Any supplier, distributor, vendor or firm that furnishes goods or services to 

or for Contractor or another Subcontractor. 

d. United States - As defined in 8 U.S.C. 1101(a)(38), means the 50 States, the District of 

Columbia, Puerto Rico, Guam, the U.S. Virgin Islands, and the Commonwealth of the Northern 

Mariana Islands. 

B. Enrollment and Verification Requirements 

1. The Contractor must be enrolled in E-Verify at time of Bid/RFP submittal, and the Contractor shall use 

E-Verify to initiate verification of employment eligibility of: 

a. All new Employees: 

(i) If enrolled thirty (30) calendar days or more, the Contractor shall initiate verification 

of employment eligibility of all new hires of the Contractor, who are working 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 E-Verify, the Contractor shall initiate verification of employment 

eligibility of all new hires of the Contractor who are working in the State of Florida, 

whether or not assigned to a contract, within three (3) business days after the date 

of hire; 

b. Employees assigned to a contract. For each Employee assigned to a contract, the Contractor 

shall initiate verification of employment eligibility, to the extent allowed by the E-Verify 

program, within thirty (30) calendar days after date of contract award or within thirty (30) 

days after assignment to a contract, whichever date is later. 

2. The Contractor shall comply, for the period of performance of a contract, with the requirements of 

the E-Verify Program Memorandum of Understanding. Termination of the ContractorΩǎ aŜƳƻǊŀƴŘǳƳ 

of Understanding and denial access to the E-Verify 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 verified.  The Contractor is not required by this Section to perform additional 

employment verification using E-Verify for any Employee whose employment eligibility was previously 

verified by the Contractor through the E- Verify program. 

4. Information on registration for and use of the E-Verify program can be obtained via the Internet at 

ǘƘŜ ¦Φ{Φ /ƛǘƛȊŜƴǎƘƛǇ ŀƴŘ LƳƳƛƎǊŀǘƛƻƴ {ŜǊǾƛŎŜΩǎ ²Ŝō ǎƛǘŜΥ ƘǘǘǇΥκκǿǿǿΦǳǎŎƛǎΦƎƻǾΦ 

C. Subcontracts 
The Contractor shall include, and shall require the inclusion of, the requirements of this Section, 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 

1. The purpose of this Section is to describe the responsibilities with regard to insurance and bonding in 

the Purchasing process. County departmentsκŘƛǾƛǎƛƻƴǎ ǿƘƻ ƘŀǾŜ ǘƘŜ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ άƴƻƴ-

ǇǊƻŎǳǊŜƳŜƴǘέ ŎƻƴǘǊŀŎǘǎ ŀǊŜ ǊŜǎǇƻƴǎƛōƭŜ ǘƻ ŎƻƻǊŘƛƴŀǘŜ ǿƛǘƘ wƛǎƪ aŀƴŀƎŜƳent to ensure appropriate 

insurance requirements in contracts. 

2. 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 providing coverage 

on County projects.  

3. 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 the Purchasing Division with the specifications for inclusion in the 

Bid/Proposal.  

4. Non-compliant insurance requirement issues will be resolved jointly with the requesting 

ŘŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴΣ wƛǎƪ aŀƴŀƎŜƳŜƴǘΣ ǘƘŜ tǳǊŎƘŀǎƛƴƎ 5ƛǾƛǎƛƻƴΣ ŀƴŘ ǘƘŜ /ƻǳƴǘȅ !ǘǘƻǊƴŜȅΩǎ Office, as 

appropriate.  

5. The Project Manager will maintain certificates of insurance for the life of the project.  

6. In the event that insurance coverage should lapse, the Project Manager will notify the requesting 

department/division, which will work with ǘƘŜ /ƻǳƴǘȅ !ǘǘƻǊƴŜȅΩǎ Office and Risk Management to 

resolve the matter.  

B. 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 when it is deemed 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.  

2. Alternative Forms of Security 

For construction contracts that are for $200,000 or less, the Board may allow a Contractor to submit 

ŀƴ ŀƭǘŜǊƴŀǘƛǾŜ ŦƻǊƳ ƻŦ ǎŜŎǳǊƛǘȅ ƛƴ ǘƘŜ ŦƻǊƳ ƻŦ ƳƻƴŜȅ ƻǊŘŜǊΣ ŎŜǊǘƛŦƛŜŘ ŎƘŜŎƪΣ ŎŀǎƘƛŜǊΩǎ ŎƘŜŎƪΣ ƛǊǊŜǾƻŎŀōƭŜ 

letter of credit, or alternative securities of the type listed in part II 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 required by the 

Bid/Proposal document. The determination of the value and acceptability of such alternative forms 

of security shall be made by the Risk Management Coordinator.   

3. Bid Bond or Guaranty of Good Faith Deposit   

The Purchasing Division may require Bidders to submit with their Bid/Proposal a Bid Bond or guaranty 

of good faith deposit in the amount specified in the Bid/Proposal document. Bid Bonds will be 

effective for the time the Bid/Proposal is effective. Any check or money order will be retained for the 
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same period. 

4. 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 Bond or Guaranty of Good Faith Deposit: At the discretion of the Purchasing Division but 

generally 5% of the Bid price.  

5. Processing of Bonds and Deposits 

a. The Bidder shall 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 

ǎǘŀǘŜŘ ƛƴ CƭƻǊƛŘŀ {ǘŀǘǳǘŜ нутΦлфор ŀƴŘ ǘƘŜ ōƻƴŘ ŀƳƻǳƴǘ Ƴǳǎǘ ōŜ ǿƛǘƘƛƴ ǘƘŜ ǎǳǊŜǘȅ ŎƻƳǇŀƴȅΩǎ 

bonding limits. The bond must be signed by an agent registered with the Division of 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. All performance bonds accepted shall be recorded by the Contractor at the Highlands County 

Clerk to be filed in the official records of the Board.   

d. In the event a Bidder fails to provide an acceptable bond within ten (10) calendar days after 

notification, the Board may rescind the award and/or terminate the contract and may retain 

any good faith deposit and require payment of any Bid Bond or guaranty that may have been 

submitted.  

e. If an ITB or RFP specifies that a good faith deposit shall be made by way of a certified check 

accompanying the Bid or Proposal, the Bidder or Proposer may submit a certified check, 

ŎŀǎƘƛŜǊΩǎ ŎƘŜŎƪΣ ǘǊŜŀǎǳǊŜǊΩǎ ŎƘŜŎƪ ƻǊ ōŀƴƪ ŘǊŀŦǘ ŘǊŀǿƴ ƻƴ ŀƴȅ ƴŀǘƛƻƴŀƭ ƻǊ ǎǘŀǘŜ ōŀƴƪ όǎŜŜ 

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, fulfillment of all post-award requirements, and request of the Bidder, the 

Purchasing Division shall notify the Clerk of Courts, County Finance to return deposits to 

unsuccessful Bidders. 
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SECTION 27. OWNER-DIRECT PURCHASE PROGRAM 

A. Policy 
It shall be the policy of the Board that materials, equipment and/or services for use in public works projects 

be purchased by the County directly from the dealer so as to qualify for the sales tax exemption in accordance 

with Florida Statute 212.08(6) and Rule 12A-1.094 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 

ŜȄŜǊŎƛǎƛƴƎ ƛǘǎ ŀǳǘƘƻǊƛǘȅ ƛƴ ǊŜƎŀǊŘ ǘƻ ŀ ǇǳōƭƛŎ ǇǊƻǇŜǊǘȅ ƻǊ ŦŀŎƛƭƛǘȅΦ άContractorέ ŘƻŜǎ ƴƻǘ ƛƴŎƭǳŘŜ ŀ ǇŜǊǎƻƴ 

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 property that is freestanding and can be relocated with no tools, equipment, or need for 

adaptation for use elsewhere is not a Contractor within the scope of this procedure. 

2. Public works - projects for public use or enjoyment, financed and owned by the County, in which 

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 includes any land, improvement to land, building, structure, or other fixed 

site and related infrastructure thereon owned or operated by the County where governmental or 

ǇǳōƭƛŎ ŀŎǘƛǾƛǘƛŜǎ ŀǊŜ ŎƻƴŘǳŎǘŜŘΦ ¢ƘŜ ǘŜǊƳ άǇǳōƭƛŎ ǿƻǊƪǎέ ƛǎ ƴƻǘ ǊŜǎǘǊƛŎǘŜŘ ǘƻ ǘƘŜ ǊŜǇŀƛǊΣ ŀƭǘŜǊŀǘion, 

improvement, or construction of real property and fixed works, although such projects are included 

within the term. 

C. Procedure 

1. Decision to utilize Owner-Direct Purchase Program Prior 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 manufacturer, rather than having the 

primary Contractor purchase these items. This would enable the County to qualify for exemption from 

the state sales tax and eliminate any additional Contractor markup that is computed based on 

inclusion of the sales tax. LŀƴƎǳŀƎŜ ǊŜƭŀǘƛƴƎ ǘƻ ǘƘŜ /ƻǳƴǘȅΩǎ ƻǇǘƛƻƴǎ ƛƴ ǘƘƛǎ ǊŜƎŀǊŘ ǎƘŀƭƭ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ 

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 services the County will purchase 

directly.  A requisition and subsequent Purchase Order will be issued to the appropriate vendor. 

2. Decision to utilize Owner-Direct Purchase Program Post Contract Execution 

In the event that a decision is made by the County to directly purchase some or all of the materials, 

equipment and/or services after a contract has been executed, the following procedures shall apply: 

a. The Contractor will provide the County detailed scoping and pricing for items with a minimum 

value of $5,000.00, for direct 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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c. A change order to the Purchase Order will be initiated by the Project Manager.  The original 

Purchase Order will be reduced by the amount of the associated direct purchase item(s). 

d. The department/division will create an online requisition for the appropriate supplier, 

subcontractor or other party with whom the County is contracting for the purpose of the 

direct purchase tax exemption.  If the Contractor has sourced and confirmed pricing for the 

materials, it will not be necessary for the department/division to obtain quotes.  

e. The change order identified in a and b of this paragraph will be attached to the requisition, 

along with a properly executed Certificate of Entitlement (APPENDIX 18) in accordance with 

Florida Statute 212.08(6). 

f. The Contractor will be responsible for the materials units that are incorporated into the 

ǇǊƻƧŜŎǘ ŀƴŘ ǿƛƭƭ ǇǳǊŎƘŀǎŜ ŀƴŘκƻǊ ƘŀǾŜ ŀƳǇƭŜ .ǳƛƭŘŜǊΩǎ Ǌƛǎƪ ƛƴǎǳǊŀƴŎŜ ŦƻǊ ǘƘŜ ƳŀǘŜǊƛŀƭǎ ŘƛǊŜŎǘƭȅ 

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 applicable federal laws and 

regulations. 

and 

Contracting with small and minority firms, women's business enterprises and labor surplus area firms. 

2. 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 contract or project, 

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. 

3. Affirmative steps shall include: 

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 requirements, 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 department/division of commerce. 
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SECTION 29. VENDOR EVALUATION  

A. General 

1. It is important that evaluations of Contractors 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 level of performance which will be used as a basis for 

determining eligibility for future work.  

2. The evaluation is mandatory for all projects (services) over $50,000.00, and must be completed within 

30 days of final project completion. 

3. The evaluation is optional for all projects below $50,000.00. 

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 responsibility of the Project Manager or the Capital Project Manager is appropriate to 

complete the Vendor Evaluation form. (APPENDIX 19) The completed form must be signed by the 

Project Manager, the Department DƛǊŜŎǘƻǊΣ ŀƴŘ ǘƘŜ /ƻǳƴǘȅ !ŘƳƛƴƛǎǘǊŀǘƻǊΦ LŦ ǘƘŜ tǊƻƧŜŎǘ aŀƴŀƎŜǊΩǎ 

immediate supervisor is the County Administrator, two (2) signatures are acceptable. 

2. The results of the completed evaluation will be provided to the Purchasing 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 e-mail.  Unsatisfactory results shall be provided by certified mail. 

4. If the ContractorǎΩ ƻǾŜǊŀƭƭ ǇŜǊŦƻǊƳŀƴŎŜ ƛǎ ŎƻƴŎƭǳŘŜŘ ŀǎ ά¦ƴǎŀǘƛǎŦŀŎǘƻǊȅέ ǘǿƻ όнύ ǘƛƳŜǎ ǿƛǘƘƛƴ ŀ five (5) 

year period, the vendor may be suspended from Bidding for up to five (5) years at the discretion of 

the County Administrator. 

C. Disputes 

1. If the Contractor disagrees with the evaluation, they shall have seven (7) workdays from the mailing 

date of the evaluation to rebut the evaluation. 

2. A letter must be sent to the Project Manager outlining the points of disagreement. 

3. The Project Manager will review the evaluation with the Purchasing Manager and the Department 

Director and 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 projects with the County. 

4. 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. 

5. The results of the completed evaluation and disputes will be maintained by the Purchasing Division. 
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SECTION 30. SUSPENSION AND DEBARMENT 

A. Authority 
The Project Manager may request from the County Administrator to suspend or debar, for cause, the right of 

a vendor to be included in a vendor database and any Bid or 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 by the County 

Administrator upon adequate evidence of any of the following: 

1. The vendor defaults or fails to fully comply with the conditions, specifications or terms of a Bid, 

quotation, Proposal or contract with the County. 

2. The vendor commits any fraud or misrepresentation in connection with a vendor registration, 

Affidavit of W/MBE Designation, Bid, quotation, Proposal or 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 a public 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 business integrity 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 becomes insolvent, 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 forth in local, 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 government Contractor, including 

but not limited to suspension 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, drawings or terms of a Bid, 

Proposal or 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 enterprise.  If the 

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 have seven (7) workdays from the mailing 

date of the evaluation to rebut the evaluation. 

2. A letter must be sent to the Project Manager outlining the points of disagreement. 

3. 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 projects with the County. 

4. 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. 

5. The results of the completed evaluation and disputes will be maintained by the Purchasing 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 to Bid or Request for Proposals, contract development and implementation, measuring 

contract completion and compliance, and approving payments.  This Section serves to guide the Employee 

managing the contract, also referred to as the Contract Administrator. 

B. Definition 
A contract 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 the contract. 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 Quote, Bid or Proposal.  This decision is often 

ǊŜŦŜǊǊŜŘ ǘƻ ŀǎ ǘƘŜ άŀǿŀǊŘέ ŀƴŘ Ŏŀƴ ƻƴƭȅ ōŜ ƳŀŘŜ ōȅ ǘƘŜ ǇǊƻǇŜǊ ŀǇǇǊƻǾƛƴƎ ŀǳǘƘƻǊƛǘȅΣ ŀǎ ŘŜǘŀƛƭŜŘ ƛƴ {ŜŎǘƛƻƴ 

15. The award of a Quote, Bid or Proposal is documented by one of the following:  

1. Purchase Order 

A Purchase Order is a contract and requires administration. The Purchase Order includes all terms and 

conditions contained on the Purchase Order (with standard t 

ŜǊƳǎ ŀƴŘ ŎƻƴŘƛǘƛƻƴǎ ƻƴ ǘƘŜ /ƻǳƴǘȅΩǎ ǿŜōǎƛǘŜύ ŀƴŘ ŀƴȅ ŀǇǇƭƛŎŀōƭŜ ǘƻ ǘƘŜ Bid or Proposal. A Purchase 

Order does not require all of the formalities in terms of review and execution that are required for 

formal written contracts. 

2. Formal Written Contract 

A formal written contract will normally be required for service awards (including construction awards) 

exceeding the limit 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 relevant terms and conditions 

contained in the Invitation to Bid or Request for Proposals and the responsive Bid or Proposal, to the 

extent agreed upon by the parties to the contract. 

D. Changes related to existing Contracts 

1. Unilateral changes 

A unilateral change is made pursuant 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 the number of 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 so.  Typically, 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 the case of a change 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 form of a 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 Sealed Bid threshold as established by the 

Board and ǘƘŀǘ ŀǊŜ ǿƛǘƘƛƴ ǘƘŜ ǇǊƻƧŜŎǘΩǎ ōǳŘƎŜǘŜŘ ŀƳƻǳƴǘΣ Ƴŀȅ ōŜ ŀǳǘƘƻǊƛȊŜŘ ŀƴŘ ŀǇǇǊƻǾŜŘ ƛŦ 

submitted in writing to the County Administrator, Assistant County Administrator, or Purchasing 

Manager, via the County Engineer.  Neither a Project Manager nor a co-manager may be the approving 

authority.   

2. 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 the scope of the delegation.   
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SECTION 32. FISCAL YEAR END 

A. Requisitions and Purchase Orders 
To provide sufficient time to complete requests for Purchase Orders prior to fiscal year-end close, no 

additional requisitions will be accepted by the Purchasing Division during the last ten (10) calendar days of 

the fiscal year.  Exceptions will be granted for emergencies as outlined in Section 13. 

B. Invoice Processing 
All outstanding invoices for goods received or services rendered on or before September 30th should be 

obtained, reviŜǿŜŘΣ ŀƴŘ ŀǇǇǊƻǾŜŘΣ ŀƴŘ ŦƻǊǿŀǊŘŜŘ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ !ŎŎƻǳƴǘǎ tŀȅŀōƭŜǎ 5ŜǇŀǊǘƳŜƴǘ 

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 September 30th within 50 days after the 

ŎƭƻǎŜ ƻŦ ǘƘŜ ŦƛǎŎŀƭ ȅŜŀǊΣ ǘƘŜ ŘŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴ Ƴǳǎǘ ŎƻƴǘŀŎǘ ǘƘŜ /ƭŜǊƪΩǎ !ŎŎƻǳƴǘƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ǘƻ ŜƴǎǳǊŜ 

that the transaction is properly recorded for fiscal year end purposes.  

C. 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 

ŦƻǊǿŀǊŘŜŘ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ !ŎŎƻǳƴǘƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ƛƳƳediately following the close of the fiscal year.  

D. Physical Inventory 
As part of the year-end 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 applicable department/divisions.  The 

ǇƘȅǎƛŎŀƭ ƛƴǾŜƴǘƻǊȅ ǿƛƭƭ ōŜ ŎƻƴŘǳŎǘŜŘ ǳƴŘŜǊ ǘƘŜ ǎǳǇŜǊǾƛǎƛƻƴ ƻŦ ǘƘŜ /ƭŜǊƪΩǎ .ǳǎƛƴŜǎǎ {ŜǊǾƛŎŜǎ 5ŜǇŀǊǘƳŜƴǘΦ 
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SECTION 33. PROPERTY CONTROL, RECEIVING, AND DISPOSITION 

A. Definition 
Property shall be as defined in Florida Statute 274.02. ¢ƘŜ ǿƻǊŘ άǇǊƻǇŜǊǘȅέ ŀǎ ǳǎŜŘ ƛƴ ǘƘƛǎ Section means 

fixtures and other tangible personal property of a non-consumable nature. 

B. Property Control. 
¢ƘŜ wƻŀŘ ŀƴŘ .ǊƛŘƎŜ 5ŜǇŀǊǘƳŜƴǘ ŀƴŘ ǘƘŜ /ƭŜǊƪΩǎ hŦŦƛŎŜ ƘŀǾŜ ǎƘŀǊŜŘ ǊŜǎǇƻƴǎƛōƛƭƛǘȅ ŦƻǊ ŀŘƳƛƴƛǎǘǊŀǘƛƻƴ ƻŦ ǘƘŜ 

inventory control processes pursuant to Florida Statutes 274.02 and 274.03, and the procedure below. 

C. 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 and the 

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. ¢ƘŜ /ƭŜǊƪΩǎ !ŎŎƻǳƴǘƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ǊŜŎƻǊŘǎ ŀƴŘ maintains all other information in the fixed asset 

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. {ƘŜǊƛŦŦΩǎ hŦŦƛŎŜ ό9ǉǳƛǇƳŜƴǘ ǇǳǊŎƘŀǎŜǎ ǘƘǊƻǳƎƘ ǘƘŜ {ƘŜǊƛŦŦΩǎ tǳǊŎƘŀǎƛƴƎ 5ƛǾƛǎƛƻƴ ƻǊ ǘƘŜ .ƻŀǊŘΩǎ 

Purchasing Division are recorded by the Sheriff's staff in their separate fixed asset database) 

D. Procedure 

1. The procedure for inventory control shall be as described in Florida Administrative Code - Tangible 

Personal Property Owned by Local Governments (Chapter 69I-73). 

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. 

E. 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 receive goods or services within a reasonable time 

at the place indicated on the completed Purchase Order. 

2. The Purchase Order must be sent to each point of delivery (Road & Bridge Warehouse or requesting 

department/division). All Purchase Orders 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 use the Purchase Order to: 

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 per the Purchase Order.  

If there is a shortage or discrepancy 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 the Purchase Order; and  

d. Sign and return the Purchase Order with ALL delivery papers to the Warehouse for processing 

by the next business day following delivery. In no circumstances may a department/division 

hold a Purchase Order while considering if it needs or wants the goods. 

3. Order Delay Procedure 

a. It is the responsibility of the requesting department/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. The requesting 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 between the vendor and the Requesting 

department/division. 

F. Trade-In 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 a trade-in is 

appropriate. 

a. If the County Administrator approves a trade-in, the Purchasing 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 trade-in, 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 traded, the Road and Bridge Department will forward the 

!Ŏǉǳƛǎƛǘƛƻƴκ5ƛǎǇƻǎƛǘƛƻƴ wŜǇƻǊǘ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ !ŎŎƻǳƴǘƛƴƎ 5ŜǇŀǊǘƳŜƴǘ ŦƻǊ ǊŜƳƻǾŀƭ ƻŦ ǇǊƻǇŜǊǘȅ ŀƴŘ 

addition of property in property control records, as required. 

G. Disposal of Tangible Personal Property 
The disposal 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. 

 

H. Surplus/Damaged/Non Usable - Tangible Personal Property 

1. If a department/division determines an item of tangible personal property of a non-consumable 

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 and Bridge Department an 

Acquisition/Disposition Form for each item that is assigned an asset number and a Surplus Form 

(APPENDIX 20) for 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 outlined below. 

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 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. 
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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 Disposition Form will 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 two-step disposal process as follows:  

a. Step 1: The items will be offered for sale at a public auction and the Road 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 more than two weeks prior to the 

auction. All items sold at Public Auction will be sold "AS IS", "WHERE IS". Receipts will be 

ǘŀƭƭƛŜŘ ƛƴ ŀ ǊŜǇƻǊǘ ŀƭƻƴƎ ǿƛǘƘ ŀ ƭƛǎǘ ƻŦ ǘƘŜ ǇǊƻǇŜǊǘȅ ǎƻƭŘ ǿƘƛŎƘ ǿƛƭƭ ōŜ ǎǳōƳƛǘǘŜŘ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ 

Office. 

b. Step 2: The remaining items will 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 the item list, the Road and Bridge Department will 

ǎǳōƳƛǘ ŀƴ !Ŏǉǳƛǎƛǘƛƻƴκ5ƛǎǇƻǎƛǘƛƻƴ wŜǇƻǊǘόǎύ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ hŦŦƛŎŜ ŦƻǊ ǇǊƻǇŜǊǘȅ ǊŜŎƻǊŘ ǘǊŀƴǎŦŜǊ ǘƻ ǘƘŜ 

requesting governmental or non-profit agency. 

8. Any items not sold at Public Auction or to other governmental agencies or non-profit agencies and 

determined to have no commercial value may either be disposed of at the County Landfill, given to a 

non-ǇǊƻŦƛǘ ŀƎŜƴŎȅ ƻǊ ǊŜǘǳǊƴŜŘ ǘƻ ǎǘƻǊŀƎŜ ŦƻǊ ǘƘŜ ƴŜȄǘ ŀǳŎǘƛƻƴ ŀǘ ǘƘŜ wƻŀŘ ŀƴŘ .ǊƛŘƎŜ {ǳǇŜǊƛƴǘŜƴŘŜƴǘΩǎ 

discretion. A list oŦ ŀƭƭ ŘƛǎǇƻǎŜŘ ƛǘŜƳǎ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ hŦŦƛŎŜΦ 

9. In the 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 may periodically, at 

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, non-profit organization, County Landfill, etc. Follow up action 

ǿƛƭƭ ƛƴŎƭǳŘŜ ǘƘŜ ǎǳōƳƛǎǎƛƻƴ ƻŦ !Ŏǉǳƛǎƛǘƛƻƴκ5ƛǎǇƻǎƛǘƛƻƴ wŜǇƻǊǘόǎύ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ hŦŦƛŎŜΣ ǘƻ Ŧǳƭƭȅ ŀŎŎƻǳƴǘ 

for the disposal of the property. 

I. Alternative Procedure for Disposal of Non-recyclable County Property 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 a user department/division determines that a usable property item(s) in this category is surplus for 

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 pick-up and store it until 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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5. All surplus items having commercial value that have accumulated in 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. 

6. 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 Disposition Form will be 

sent to the Clerk's Office. 

7. 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. Procedure   

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 to sell those 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 verification of Bid 

submitted. A minimum of two (2) quotes shall be obtained per type 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 such as 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 available 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. 

2. In such cases as compensation is available, market conditions shall be evaluated periodically to insure 

maximum revenue yields to the County. 

3. 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. 

4. It shall be at the discretion of the 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 Board, if less than 

$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 

case basis 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 buy-back center on County property. 

L. Notification 

1. ¢ƘŜ /ƭŜǊƪΩǎ hŦŦƛŎŜ ǎƘŀƭƭ ōŜ ƴƻǘƛŦƛŜŘ ƻŦ ŜŀŎh sale and documentation shall be given providing the 

following information: 

a. Successful Bidder 

b. Item(s) to be sold 

c. Price per unit (lb., ton, ea. etc.) 

2. At the completion of the removal and sale of the materials from County premises, the Solid Waste 

Division ƻǊ ǘƘŜ wƻŀŘ ϧ .ǊƛŘƎŜ 5ŜǇŀǊǘƳŜƴǘ ǎƘŀƭƭ ǇǊŜǇŀǊŜ ŀƴŘ ŦƻǊǿŀǊŘ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ hŦŦƛŎŜ ŀ ŎƻƳǇƭŜǘŜ 

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 Waste Division 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 County Ordinance 16-17-08 or as otherwise authorized by the Code of Ordinances, 

Highlands County, Florida, and will be handled by the Purchasing Division. 

B. Procedure 

1. The property will be presented to the County Administrator for review and for consideration for sale 

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 will proceed 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 

purchases at retail gas stations. 

2. Departments will control the use of the Fuel Cards assigned to and utilized by Employees of the 

Highlands County Board of County Commissioners (BCC) for purchasing fuel.  

3. A number of unique controls have been developed for this program 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 Card Program intends to achieve the following: 

a. To enhance productivity, by providing a single card that is accepted by a large number of 

national and local vendors. 

b. To ensure adequate internal controls are established within each department/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 Fuel Cards. 

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 

Cardholder to place an order directly with a vendor. 

2. The Fuel card program is applicable to those departments /divisions who have selected vehicles to 

use Fuel Cards for off-site 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 authority to revoke Card privileges at any 

time or for any reason. 

C. Responsibility 

1. Card User 

a. ¢ƘŜ CǳŜƭ /ŀǊŘ ŀǎǎƛƎƴŜŘ ǘƻ ŀ ǾŜƘƛŎƭŜΣ Ƙŀǎ ǘƘŜ /ƻǳƴǘȅΩǎ ƴŀƳŜ ŀƴŘ ǾŜƘƛŎƭŜ ƴǳƳōŜǊ ŜƳōƻǎǎŜŘ ƻƴ 

it and shall not be used for any other vehicle. 

b. 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 become the accounting document.  
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c. Each Employee is responsible for the security of any Fuel Card in their possession. All 

precautions shall be taken to maintain confidentialƛǘȅ ƻŦ ǘƘŜ /ŀǊŘ ¦ǎŜǊΩǎ Ǉƛƴ ƴǳƳōŜǊΦ 

d. 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. {ǳōƳƛǘ ŀ ǇǊƻǇŜǊƭȅ ŜȄŜŎǳǘŜŘ άCǳŜƭ /ŀǊŘόǎύ ŦƻǊ ŀ ±ŜƘƛŎƭŜ ƻǊ !ǳǘƘƻǊƛȊŜŘ /ŀǊŘ ¦ǎŜǊέ CƻǊƳΦ 

b. Reviews completed statements. 

c. Notifies the Card Administrator of any violations or discrepancies. 

d. bƻǘƛŦƛŜǎ ǘƘŜ /ŀǊŘ !ŘƳƛƴƛǎǘǊŀǘƻǊ ƛŦ ŀƴ 9ƳǇƭƻȅŜŜΩǎ ŎŀǊŘ ǳǎŜǊ ǇǊƛǾƛƭŜƎŜ ƛǎ ǊŜǾƻƪŜŘΦ 

e. Notifies the Fuel Card Administrator if a card is not needed anymore. Returns any cancelled 

Fuel Cards to the Fuel 

f. Card Administrator. 

g. Reviews monthly invoices. 

h. Assists resolving billing disputes. 

i. Requests payment of monthly invoice by sending the general receiving report to the 

Purchasing Division for payment, not more than five business days after receipt. 

j. Ensures compliance with all Fuel Card procedures. 

3. Fuel Card Administrator 

a. The card Program Administrator is the Purchasing Manager. 

b. Maintains the card management program. 

c. Downloads the Invoice, reviews it, and send it to the respective department/division. 

d. Assist resolving billing disputes in necessary. 

e. Submits received invoices to the Clerk of Courts Finance Department. 

D. Assignment and Control of the Fuel card 

1. Request for initial, additional or changes to Cards 

a. Requests for a new Vehicle Card(s) and/or Authorized User(s) or changes to existing Vehicle 

/ŀǊŘǎ ƻǊ ¦ǎŜǊǎ ǿƛƭƭ ōŜ ŘƻƴŜ ōȅ ǎǳōƳƛǘǘƛƴƎ ŀ άRequest for Fuel cardέ ǊŜǉǳŜǎǘ ŦƻǊƳ, and a Fuel 

card User Agreement. (APPENDIX 23)  (APPENDIX 24) The form will be submitted by the 

affected Department Director to the Fuel Card Program Administrator.  

b. All requests for Vehicle Cards and/or Authorized Users must be approved by the Department 

Director, the Card Program Administrator and/or the Purchasing Manager and County 

Administration. 

c. ¢ƘŜ /ŀǊŘ tǊƻƎǊŀƳ !ŘƳƛƴƛǎǘǊŀǘƻǊ ƛǎ ǘƘŜ tǳǊŎƘŀǎƛƴƎ aŀƴŀƎŜǊΣ ǿƘƛŎƘ ǿƛƭƭ ǇǊƻǾƛŘŜ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ 

Accounts Payable/Receivable Division and kept current. 
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2. Annual Inventory of Fuel Cards 

On an annual basis, the Card Program Administrator will provide a list of Vehicle Cards and Authorized 

Users to each affected department/division.  The Card Program Administrator will then set up a 

physical inventory date to verify the list of Cards, the user list, and prepare a report on the results of 

the physical inventory.  Additionally, spot check inventories, of partial or whole department/divisions, 

may be held at any time and without prior notification. 

3. Lost or Stolen Fuel Cards 

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 lost/stolen card:  The Card User must call Bank, Customer Service, at 800-492-

0669 after efforts have been made to locate the card upon discovering that a Vehicle Card 

has been lost or stolen.  NOTE - This number is on every Card and help is available 24 hours a 

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 action for the 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 against 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 facts presented by the Department Director and/or the Card Program 

Administrator. 

c. ¢ƘŜ /ƻǳƴǘȅ !ŘƳƛƴƛǎǘǊŀǘƻǊ Ƙŀǎ ǘƘŜ ŀǳǘƘƻǊƛǘȅ ǘƻ ǊŜǾƻƪŜ ŀƴ 9ƳǇƭƻȅŜŜΩǎ ŀǳǘƘƻǊƛȊŀǘƛƻƴ ǘƻ ǳǘƛƭƛȊŜ 

the Fuel Card at any time for any reason. 

5. Cancelled Cards 

Fuel Cards canceled for any reason shall be returned 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 Administrator may randomly review a dŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴΩǎ ŎŀǊŘ 

activity, usage, and receipt retention for compliance 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. 

E. Use of Fuel Card 
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1. Personnel 

a. Only Employees who are on duty and are assigned to the respective vehicle shall use the Fuel 

Card assigned to the vehicle.  

b. Loaning the Fuel Card to someone or giving them the card number to use to make a purchase 

ǿƛƭƭ ǊŜǎǳƭǘ ƛƴ ŘƛǎŎƛǇƭƛƴŀǊȅ ŀŎǘƛƻƴ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ IƛƎƘƭŀƴŘǎ /ƻǳƴǘȅΩǎ tŜǊǎƻƴƴŜƭ wǳƭŜǎ ŀƴŘ 

Regulations. 

2. County Fuel Purchases only 

a. The fuel card is to be used to fuel county vehicles only. 

b. 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 accordance with Highlands 

/ƻǳƴǘȅΩǎ tŜǊǎƻƴƴŜƭ wǳƭŜǎ ŀƴŘ wŜƎǳƭŀǘƛƻƴǎΦ 

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 become the accounting document.   

b. 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 

ƛƴŎƭǳŘŜǎ ǘƘŜ ŘŀǘŜ ƻŦ ǇǳǊŎƘŀǎŜΣ ƳŜǊŎƘŀƴǘΩǎ ƴŀƳŜ ŀƴŘ why there is no supporting 

ŘƻŎǳƳŜƴǘŀǘƛƻƴΦ  LƴǎǘŀƴŎŜǎ ƻŦ ŦǊŜǉǳŜƴǘ ŀōǳǎŜΣ ŀǎ ŘŜǘŜǊƳƛƴŜŘ ōȅ ǘƘŜ /ŀǊŘ ¦ǎŜǊΩǎ 5ŜǇŀǊǘƳŜƴǘ 

5ƛǊŜŎǘƻǊΣ /ŀǊŘ tǊƻƎǊŀƳ !ŘƳƛƴƛǎǘǊŀǘƻǊ ŀƴŘκƻǊ ǘƘŜ /ƭŜǊƪΩǎ hŦŦƛŎŜΣ ǿƛƭƭ result in cancellation of 

the dŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴΩǎ ŀƴŘκƻǊ ¦ǎŜǊΩǎ /ŀǊŘ privileges. 

2. Payment and Invoice Procedures 

a. Each department/division will request a Purchase Order annually. Monthly, the Purchasing 

Division will download the electronic Invoice and send to each department/division. Once the 

Department Director has completed his/her review and approval of the Monthly Fuel Card 

Purchase Report (APPENDIX 25) and invoices, they will send a General Receiving Report to 

Purchasing ǿƛƭƭ ǘƘŜƴ tǳǊŎƘŀǎƛƴƎ ǿƛƭƭ ŦƻǊǿŀǊŘ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ !ŎŎƻǳƴǘǎ tŀȅŀōƭŜκwŜŎŜƛǾŀōƭŜ 

Division. 

b. ¢ƘŜ ±ŜƴŘƻǊΩǎ ǎŀƭŜǎ ǊŜŎŜƛǇǘ ŦƻǊ C¦9[ Ƴǳǎǘ ōŜ ǎǳǇǇƭƛŜŘΦ  ¢ƘŜǎŜ ǊŜŎeipts are to be stapled to the 

dŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴΩǎ LƴǾƻƛŎŜ wŜǇƻǊǘ ƛƴ ǘƘŜ ƻǊŘŜǊ ǘƘŀǘ ǘƘŜȅ ŀǇǇŜŀǊ ƻƴ ǘƘŜ statement.  Failure 

to keep adequate receipts will lead to the loss of Fuel Card privileges.  If receipts are lost, 

attach an explanation in accordance with Section 1.b above. 

c. The Fuel Card affiliated Bank will provide electronic billing Account Summary Report and 

Invoice Report to the Fuel Card Program Administrator at the end of each billing cycle.  Copies 

of each report will be sent to the participating department/division for their issuance and 

processing of a General Receiving report, as described in tƘŜ .ƻŀǊŘΩǎ tǳǊŎƘŀǎƛƴƎ aŀƴǳŀƭΦ ¢ƘŜ 

Invoice Report will have a listing of all items processed within the billing cycle. 

d. ¢ƘŜ 5ŜǇŀǊǘƳŜƴǘ 5ƛǊŜŎǘƻǊ ƛǎ ǊŜǉǳƛǊŜŘ ǘƻ ǊŜǾƛŜǿ ǘƘŜǎŜ ǊŜǇƻǊǘǎ ŀƎŀƛƴǎǘ ǘƘŜƛǊ !ǳǘƘƻǊƛȊŜŘ ¦ǎŜǊǎΩ 

charge slips that should already be on hand and to note any errors on the billing report by 
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ŎƻƳǇƭŜǘƛƴƎ ŀ ά{ǘŀǘŜƳŜƴǘ ƻŦ 5ƛǎǇǳǘŜΦΩ (APPENDIX 26) The receipt(s) will then be stapled to the 

LƴǾƻƛŎŜ wŜǇƻǊǘΦ ¢ƘŜ 5ŜǇŀǊǘƳŜƴǘ 5ƛǊŜŎǘƻǊΩǎ ǎƛƎƴŀǘǳǊŜ ƻƴ ŀ DŜƴŜǊŀƭ wŜŎŜƛǾƛƴƎ wŜǇƻǊǘ ŎŜǊǘƛŦƛŜǎ 

the amount to be paid. This process, including the submittal of a General Receiving Report to 

the Purchasing Division, is to take place within five (5) working days after receipt of the Invoice 

Report. The Card Program Administrator will review each dŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴΩǎ LƴǾƻƛŎŜ 

wŜǇƻǊǘ ǎǳōƳƛǘǘŀƭǎ ōŜŦƻǊŜ ōŜƛƴƎ ǎŜƴǘ ǘƻ ǘƘŜ /ƭŜǊƪΩǎ hŦŦƛŎŜΦ bƻƴŎƻƳǇƭƛŀƴŎŜ ƻŦ ǘƘŜ ŀōƻǾŜ 

process may mean denial of future card use. 

e. The Card Program Administrator and/or their approved designee will be responsible for 

reviewing completed General Receivers from all department/divisions, verifying approval of 

purchases, resolving any questions on the purchases, and processing General Receivers, as 

ƛƴŘƛŎŀǘŜŘ ƛƴ ǘƘŜ .ƻŀǊŘΩǎ ŀŘƻǇǘŜŘ tǳǊŎƘŀǎƛƴƎ aŀƴǳŀƭΣ ǿƛǘƘƛƴ ǘƘǊŜŜ όоύ ǿƻǊƪƛƴƎ Řŀȅǎ ŀŦǘŜǊ 

receipt from the Department Directors. 

3. Disputes and Unauthorized Charges 

a. If a suspicious charge appears on an Invoice Report, the 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 Administrator in ǿǊƛǘƛƴƎΣ ǳǎƛƴƎ ǘƘŜ ά5ŜǇŀǊǘƳŜƴǘκ5ƛǾƛǎƛƻƴ κ /ŀǊŘ ¦ǎŜǊΩǎ 

{ǘŀǘŜƳŜƴǘ ƻŦ 5ƛǎǇǳǘŜŘ LǘŜƳέ ŦƻǊƳΦ  ! ŎƻǇȅ ƻŦ ǘƘŜ ά5ƛǎǇǳǘŜ CƻǊƳέ ǿƛƭƭ ōŜ ŦƻǊǿŀǊŘŜŘ ǿƛǘƘ ǘƘŜ 

Invoice Report through the end-of-month processing cycle.  The issuer will research the 

disputed charge and make the necessary adjustments. 

b. 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 

!ƴŀƭȅǎƛǎ wŜǇƻǊǘ ŀǎ ŀ άǎǳǎǇŜƴǎŜέ ƛǘŜƳΦ  ²ƘŜƴ ǘƘŜ dispute is resolved, the charge will either be 

removed from the monthly statement (if the charge was improper) or charged to the Card 

¦ǎŜǊΩǎ Řepartment/division (if research shows the charge was valid). 

c. Disputed items will be paid at the full amount.  A credit 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. 

d. It is essential that the time frames and documentation requirements established by the Fuel 

Card Issuer be followed to ǇǊƻǘŜŎǘ ǘƘŜ /ŀǊŘ ¦ǎŜǊΩǎ ŀƴŘκƻǊ ŘŜǇŀǊǘƳŜƴǘκŘƛǾƛǎƛƻƴΩǎ ǊƛƎƘǘǎ ƛƴ 

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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