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PROCUREMENT CODE

IN ORDER TO ACHIEVE INCREASED EFFICIENCY AND
EFFECTIVENESS IN THE CITY'S CENTRAL PROCUREMENT
PROCESS, THE FOLLOWING IS THE NEW PURCHASING
ORDINANCE, AS CONTAINED IN THE MUNICIPAL CODE OF THE

CITY OF CORAL SPRINGS. THE ORDINANCES ARE AS FOLLOWS:

ORDINANCE #91-180 - APPROVED BY THE CITY COMMISSION
SECOND READING JANUARY 21, 1992

ORDINANCE #92-117 - APPROVED BY THE CITY COMMISSION
SECOND READING MARCH 17, 1993

ORDINANCE #92-148 - APPROVED BY THE CITY COMMISSION
SECOND READING NOVEMBER 3, 1992

ORDINANCE #94-130 - APPROVED BY THE CITY COMMISSION
SECOND READING JUNE 7, 1994

ORDINANCE #98-113 - APPROVED BY THE CITY COMMISSION
SECOND READING NOVEMBER 17, 1998
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PROCUREMENT POLICY

PART I. GENERAL PROVISIONS, PURPOSES, CONSTRUCTION
AND APPLICATION

AUTHORITY. Pursuant to the authority granted by the City
Commi ssion of Coral Springs, the rules and regul ati ons set
forth herein have been pronul gated and approved by the Gty
Manager .

SHORT TITLE. These rules and regulations shall be known
and may be cited as the "Procurenent Policy of the City of
Coral Springs".

PURPOSES, RULES OF CONSTRUCTI ON.

a. | nterpretation. This Policy shall be construed and
applied to pronote its underlying purposes and policies.

b. Pur poses and Policies. The underlying purposes of this
Policy are to provide the City of Coral Springs a unified
purchasing system wth centralized responsibility. This
Policy clarifies and nodernizes the rules and regul ations
governing procurement of the City while allowing the
continued devel opnent of procur enent policies and
practices. This Policy provides for increased econony in
procurenent activities and enables the City to maxim ze to
the fullest extent practicable, the purchasing value of
public funds by fostering effective broad based conpetition
within the free enterprise system while ensuring fair and
equitable treatnment of all persons who deal with City
Procur enment . This Policy provides safeguards for the
mai nt enance of a procurenent system of quality and
integrity and also is intended to provide for increased
public confidence in the procedures followed by public
procur enment .

SUPPLEMENTARY GENERAL PRI NCI PLES OF LAW APPLI CABLE. The

principles of Jlaw and equity, including the Uniform
Commercial Code of this State, the law nerchant, |aw
relative to ethics, and law relative to capacity to
contract, agency, fraud, m srepresentation, dur ess,
coercion, mstake, or Dbankruptcy shall supplenment the

provi sions of this Policy.

Page 1 of 31



REQUI REMENT OF GOOD FAI TH. This Policy requires all
parties i nvol ved in the negotiation, devel opnent,
performance, or adm nistration of City contracts to act in
good faith.

APPLI CATION OF THI S POLI CY

1. General Application. This Policy applies only to
contracts solicited or entered into after the
effective date of this Policy unless the parties agree
to its application to a contract solicited or entered
into prior to the effective date.

b. Application to Procurenent. This Policy shall apply
to every Procurenent of the City of Coral Springs

irrespective of the source of the funds, including
f eder al assi stance nonies except as otherw se
specified in Section 10. It shall also apply to the

di sposal of City supplies. Nothing in this Policy or
i n regul ati ons pronul gated hereunder shall prevent any
gover nnent al body or political subdivision from
conplying with the ternms and conditions of any grant,
gi ft, bequest, or cooperative agreenent.

DETERM NATI ONS. Witten determ nations required by this
Policy shall be retained in the appropriate official
contract file of Purchasing.

DEFI NI TI ONS.

a. The words defined in this Section shall have the
nmeani ngs set forth bel ow whenever they appear in this
Pol i cy, unless:

1. Context Determ nes Definition. The context in
whi ch they are used clearly requires a different
meani ng; or

2. Definition Prescribed. A different definition
is prescribed for a particular "Part" or
provi si on.

b. Definitions.
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Addenda neans witten or graphic instrunents
issued prior to the opening of bids which
clarify, correct or change the biddi ng docunents
or the contract docunents.

Amendnent is a nethod of substantially changing
the terms and conditions or requirenents of a
contract beyond what is specifically allowed by
the contract. Al l amendnments nust be approved
with equal dignity and formality as the original
contract signed by the individuals holding the
positions of the original signatories.

Award neans the acceptance of a Bid, Ofer, or
Proposal by the proper authority. The City
Comm ssion nust award all contracts of or nore
t han $10, 000.00 with the exception of Emergency
Procurenent. Al'l contracts negotiated by a
Sel ection and Negotiation commttee under the
Consul tants' Conpetitive Negotiations Act (CCNA)
shall be awarded by the City Comm ssion.

Brand Name or Equal Specifications nmeans a
specification |imted to one (1) or nore itens by
manuf act urers’ nanes or catalog nunmbers to
descri be the standard of quality, performance or
ot her salient characteristics needed to neet the
City's requirenents and which provides for the
subm ssi on of equival ent products.

Brand Nanme Specification neans a specification
limted to one (1) or nor e itens by
manuf act urers' nanes or catal ogs.

Change Order is a witten order anending a
Purchase Order to correct errors, om ssions, or
di screpancies in purchase orders to cover
accept abl e overruns and freight costs;
i ncorporate requirenments to expand or reduce the
scope of goods or services ordered; or to direct
ot her changes in contract execution to neet
unf or eseen field, regul atory or mar ket
condi tions.

Commdi ti es means al | per sonal property,
i ncluding but not limted to, commpdities, goods,
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10.

11.

12.

13.

14.

equi prent, material and printing, purchased,
| eased or otherwi se contracted for by the City.

Conpetitive Bids or Conpetitive Offers neans the
solicitation of two (2) or nore bids or offers
submtted by responsive and qualified bidders or
of ferors.

Conpetitive Sel ection and Negotiation is a method
of procurenent whereby qualified professional
firms are invited to submt "Letters of Interest”
and are "short |I|isted" by an appropriately
appoi nted eval uation committee.

Construction nmeans the process of Dbuilding,
altering, repairing, inproving or denolishing any
public structure or building or other public
i nprovenents of any kind to any public real

property. It does not include the routine
operation, routine repair or routine mintenance
of exi sting structures, buil dings or real
property.

Construction Change Order is a witten order
aut hori zed by the proper authority, directing the
contractor to nmake changes which the changes
clause of the construction contract authorizes.

Consultant's Conpetitive Negotiations Act ( CCNA)
is the comopn name for Section 287.055 of the
Florida Statues concerning the procurenent of
Architectural, Engineering (including testing),
Landscape Architecture, and Registered Land
Surveying Services. These services shall be
procured by Letter of Interest and Conpetitive
Sel ection and Negoti ati on.

Contract neans all types of binding agreenents,
i ncludi ng purchase orders, of the City of Cora
Springs regardl ess of what they may be called for
the procurenment of supplies and contractual
servi ces.

Contractor nmeans any person or business having a
contract with the City of Coral Springs to
performa service or sell a product.
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15.

16.

17.

18.

19.

20.

Contractual Services neans the rendering by a
contractor of its tinme and effort rather than the
furnishing of specific compdities, mterials,
goods, equi pnment and other personal property.
The term applies only to those services rendered
by individuals and firns who are independent
contractors. Contractual services shall not
i ncl ude those exenpt contractual services as nore
specifically identified.

Construction nmeans the process of Dbuilding,
altering, repairing, inproving, or denolishing
any public structure or building, or other public
i mprovenents of any kind to any public real
property owned or under the control of the City
of Coral Springs. It does not include the
routine operation, routine repair or maintenance
of existing structures, buildings or other real

property.

Cooperative Purchasing neans the procurenment
conducted by or on behalf of nore than one
governnmental entity.

Desi gnee means a duly authorized representative
of a person holding a superior position.

Di scount-fromLi st Contracts means t hose
contracts whereby price is determ ned by applying
a percentage di scount from an established catal og
price. This type of contract is only to be used
when it is determ ned, by the Purchasing
Adm nistrator, that this contracting nethodol ogy
is in the best interest of the City.

Established Catalog Price neans the oprice
included in a catalog, price list, schedule or
ot her formthat:

1. s regularly maintai ned by a manufacturer or
contractor;

b. s either published or otherw se avail able
for inspection by customers; and

Page 5 of 31



21.

22.

23.

24,

25.

26.

3. States prices at which sales are currently
or were |last nmade to a significant nunber of
any cat egory of buyers or buyers
constituting the general buying public for
the supplies or services involved.

Firm Fixed-Price Contract nmeans a contract
whereby the price is fixed, not variable, for the
entire life of the contract or wuntil a set
quantity of goods or services is delivered.

Franchi se neans a special right or privilege
conferred by the City of Coral Springs on an
i ndi vidual or a corporation to do that which does
not belong to citizens generally by comon right.

CGeneral Services neans support services perfornmed
by an i ndependent contractor requiring
speci ali zed know edge, experience, or expertise.
The service rendered does not consist primarily
of acqui sition of equi prment or materials.
Exanpl es of general services are janitorial, pest
control services, and naintenance of equi pnment.
CGeneral Services are normally procured through
Requests for Proposals of Invitations to Bid.
Procurement of general services nmay include
subj ective evaluation factors of the submtting
firms.

Governnental Agency neans any agency of the
Federal, State or any |ocal governnent.

GSA Contracts nmeans contracts entered into by the
General Services Adm nistration of the Federal
Government (al so known as GSA Schedul es) and are
mul ti pl e-award contracts containing prices to be
utilized by all Federal Government Agencies. GSA
contracts also <contain the nost preferred
custonmer clause, nmaking the prices contained in
GSA contracts equivalent with those that are
given to the nost preferred custoner of the
vendor.

Invitation to Bid nmeans a witten solicitation
for conpetitive sealed bids with the title, date
and hour of the public bid opening designated and
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27.

28.

29.

specifically defining the commpdities for
contractual services for which bids are sought.
The invitation to bid shall be used when the City
is capable of specifically defining the scope of
work for which a contractual service is required
or when the City is capable of establishing
preci se specifications defining the actual
commodi ties required. The invitation to bid
shall include instruction to bidders, plans,
drawi ngs and specifications, if any, bid form and
other required forms and docunments to be
submtted with the bid.

Letter of Interest (Request for) is a nethod of

selecting a vendor whereby all vendors are
invited to subm t a sunmary of their
qualifications and state their interest in

perform ng a specific job or service.

Mandat ory Bid Anpbunt nmeans the dollar amount at
which the formal Bid Process is required unless
an exenption is provided in this Code. Purchases
bel ow the Mandatory Bid Anount shall, whenever
possi bl e, be procur ed t hr ough i nf or mal
guotations. The current known requirenent of any
commodity or service shall not be divided to
circunvent the requirenment of the Mandatory Bid
Amount; however, there is no requirenment to
aggregate all predicted anmobunts of any commodity
or service for formal bidding. The Purchasi ng
Adm ni strator may deem it nore beneficial or
econom cal to purchase an annual or alternate
guantity of a commobdity or service at one tine or
to enter into an open-end contract for annual or
alternate requirenents, in which case if the
aggregate total exceeds the mandatory bid anount,
formal bid procedures shall be used.

Mul tiple-Award Contracts means contracts which
provide awards to nore than one vendor for the
sane item These contracts nmay be used by
Purchasing only when it is determned by the
Purchasing Adm nistrator that the use of nore
than one vendor is in the best interest of the
City.
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30.

31.

32.

33.

34.

35.

Negoti ations for Professional Services neans the
act of determning terms, conditions, and prices
for the performance of professional services. An
appropriately appointed negotiation conmttee
shall negotiate with the top ranked candi date
from the conpetitive selection of professional
services firms, in an attenpt to reach agreenent
on a contract for the provision of services to
the City.

Notice of Award means the written notice by the
City to the apparent, successful bidder or
offeror stating that upon conpliance by the
apparent successful bidder or offeror with the
conditions precedent to the contract within the
time specified, the City will sign and deliver
the contract.

OQbsol ete Property neans any personal property
bel onging to the City which nmay no | onger be used
for its intended purpose, which has conpleted its
useful |ife cycle, or whose use has becone
econom cal ly inpracticabl e.

Open-End Contract neans a contract whereby an
indefinite quantity of supplies, services, or
construction are to be procured over an
identified time span, as and when needed.

Open- End Purchase Order neans a purchase order
wher eby a Vendor provides supplies, services, or
construction on demand or on a prescribed
schedul e not to exceed the Mandatory Bid Amount.
An open-end purchase order may be used as a
rel ease and encunmbrance docunent to authorize an
agency to order any predeterm ned anount from an
open-end contract on an as-needed basis.

Prof essional Services neans any services where

the City is obtaining advice, instruction, or
speci alized work from an individual specifically
qualified in a particular area. Pr of essi onal

service may include a report, or witten advice
whi ch may be | engthy; however, the main thrust of
the service is not considered |abor, but the
exerci se of intellectual ability. The
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36.

37.

38.

39.

40.

procurenent of professional services does not
lend itself to normal conpetitive bidding and
price conpetition alone. These services my be
procured by Letter of Interest or requests for
proposals and selected through Conpetitive
Sel ection and Negoti ati on.

Proposal s (Request For) R F.P. nmeans a
solicitation for offers to provide a solution to
a problem An RFP is characterized by
description of the desired results and a scal e of
how t he proposals to obtain these results will be
evaluated. RFP' s include a price proposal which
is a part of the evaluations. Negotiation on any
part of the RFP is perm ssible with the highest
ranked proposer. The RFP includes all docunents,
whet her attached or incorporated by reference,
utilized for soliciting proposals.

Purchasing Adnmi nistrator neans the principal,
public purchasing official for the City who is
responsi ble for the procurenent of commodities
and contractual services as well as the
managenent and di sposal of commoditi es.

Purchase Order neans a purchaser's docunent to
formalize a purchase transaction with a vendor
conveyi ng acceptance of a vendor's proposal. The
purchase order should contain statenments as to
quantity, description, and price of the supplies,
services, or construction ordered and applicable
terms as to paynent, di scount s, date of
performance, transportation, insurance and ot her
factors or suitable references pertinent to the
purchase and performance by the vendor.

Quot ati on nmeans an informal or formal notice by a
vendor to the buyer stating the prices, terns and
conditions under which he will furnish certain
goods or services.

Real Property License neans the witten docunment
evidencing the perm ssion or authority to do a
particul ar act or series of acts on the |and of
anot her without possessing any estate or interest
t herein.
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41.

42.

43.

44,

45,

Responsi bl e Bi dder or Responsible O feror neans
t he person who has the capability in all respects
to perform fully the contract requirenments and

t he tenacity, per sever ance, integrity,
experience, ability, reliability, capacity,
facilities, equipnment, financial resources and
credit which will give a reasonabl e expectation

of good faith performance.

Responsi ve Bidder or Responsive O feror neans a
person who has submtted a bid which conforms in
all material respects to the invitation to bid or
request for proposals.

Sel ection and Negotiation Committee is a group of
persons appointed to rank in preferential order
t hose pr of essi onal firms or I ndi vi dual s
interested in providing services on a particul ar
project and to negotiate a final contract with
t he hi ghest ranked firm

Services nmeans the furnishing of |abor, tinme, and
effort by a <contractor, not involving the
delivery of a specific end product other than
reports which are nerely incidental to the

requi red performance. This term shall not
i nclude enploynent agreenents or collective
bargai ni ng agreenents but shall include both

prof essi onal and general services.

Specifications which are prepared by the
requesti ng agency nmeans any description of the
physi cal or functional characteristics or of the
nature of a supply, service or construction item

It may include a description of any requirenent
for inspecting, testing or preparing a supply,
service or construction item for delivery.
Specifications may also contain provisions for

inclusion of factors which wll |ead to the
ultinmate cal cul ati on of | owest total cost. Al
specifications shall seek to pronote overall

econony for the purposes intended, and encourage
conpetition in satisfying the City's needs and
shall not be unduly restrictive.
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46.

47.

48.

49.

50.

Sol e Brand neans the only known brand or the only
reasonabl e brand capable of fulfilling the needs
of the City.

Sol e Source nmeans the only known vendor or the
only reasonable vendor capable of providing a
service or commodity to the City.

Supplies nmeans all property, including but not
l[imted to, equipnment, material, printing and
| eases but specifically excluding the acquisition
of leasehold interests in real property by the
City.

Surplus Property nmeans any personal property
bel onging to the City which is capable of being
used but is in excess of the normal operating
requirenments of the City.

Usi ng Agency neans any governnmental body of the
City which utilizes any supplies, services, or
construction procured under this Code.
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10.

PART I'l. PROCUREMENT ORGANI ZATI ON

AUTHORI TY OF THE PURCHASI NG ADM NI STRATOR

The Purchasing Adm ni strator shall have the authority to:

(a)

(b)

(c)

(d)

(e)

(f)

(9)

(h)

| ssue quotations, both verbal and witten, and solicit
invitations to bid and requests for proposals after
recei pt of approved, budgeted requisitions by the
Pur chasi ng Di vi si on.

Procure and supervi se the procurenment of all supplies
and services needed by the City except as indicated
her ei n;

Award and renew contracts pursuant to the terms and
provi sions of this Article;

Award Contracts and/ or Purchase Orders and agreenents
when utilizing other governnent contracts.

To join wth other gover nnent al entities I n
cooperative purchasing plans when the best interests
of the City would be served thereby;

Establish and maintain prograns for specifications
devel opnment, contract adm nistration, inspection and
acceptance, in cooperation with the public agencies
usi ng the supplies and services; and

Adopt operational policies and procedures relating to
procurenent and purchasing consistent with this
Article and policies and procedures relating to the
execution of t he duties of t he Pur chasi ng
Adm ni strator and the internal managenent and
operation of the Purchasing office. All policies and
procedures pronulgated pursuant to the authority
del egated herein shall be subject to the approval of
the City Manager

Sell, trade or otherwi se dispose of surplus and
obsol ete personal property belonging to the City as
provided in this Article

COLLECTI ON OF DATA CONCERNI NG PUBLI C PROCUREMENT. The

Purchasi ng Adm nistrator shall cooperate with the Budget
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11.

Director and Director of Financial Managenent in the
preparation of statistical data concerning the procurenent
usage and disposition of all supplies, services and
construction. Al'l using agencies shall furnish such
reports as the Purchasing Adnministrator my require
concerni ng user needs and stock on hand.

CONTRACT ADM NI STRATI ON

1. Contract Adm nistration. After the award of any
contract, the Agency using the service, or in sone
cases the Project Manager, will insure that both the

City and the Vendor are in conpliance with all terns
and conditions of the contract including maintaining
current insurance certificates. The Agency wll
mai ntain a witten record of the vendor's performance
relating to contract requirenments. The Purchasi ng
Di vision shall support the using agency and project
manager I n est abl i shing a positive wor ki ng
relationship with the vendor.

2. Contract Performance Information. The Purchasing
Di vision shall, at a m ninmum of every six (6) nonths,
review contract conpliance and conformance by
obt ai ni ng information from both the contract
adm ni strator and vendor along with direct observation
and review of available records. Both parties
involved will be provided a copy of these reports and
neetings with a representative of the Purchasing
Division will be scheduled to resol ve whatever issues
have ari sen. In addition, this evaluation process
will be used to incorporate m nor procedural changes

acceptable to both parties of the contract which adds
to the value of goods and services received by the
City.

cC. I n cases where the Vendor does not adhere to delivery
and specifications or is in technical breach of a
contract, the Agency nust attenpt to rectify the
situation with the Vendor and maintain witten record
of these attenpts. This witten record should contain
specific instances of non-conpliance with contract
requi rements and a tinme frame for resolution of the
i ssues involved. The Agency shall provide copies of
all correspondence and records to the Purchasing
Adm ni strator.
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12.

Purchasing Responsibility to Remedy a Breach. In
cases where the Agency is unable to rectify a breach
of contract with the Vendor, the matter shall be
turned over to the Purchasing Adninistrator along with
all docunents for resolution which my include, but
not be limted to, cancellation of the contract;
recommendation to the City Manager that the Contract
be cancel ed; suspensi on or debarnment; or institution,
through the City Attorney of appropriate |egal action.

Protests from Vendors. Vendors who believe they have
been unfairly treated duri ng t he contract
adm ni stration process may file a conplaint with the
Purchasing Adm nistrator. Conpl aints shall be
submtted in witing within a reasonable tine after
t he aggrieved vendor knows or should have known the
facts gi vi ng rise t hereto. The Pur chasi ng
Adm ni strator shall investigate as far as resources
all ow and determ ne the validity of the conplaint.

1. If the conplaint is not resolved by nutual
agreenent of the Purchasing Adm nistrator and the
vendor t he Purchasing Adm ni strator shal |
promptly issue a decision in witing after
consulting with the City Attorney. The deci sion
shall state the reasons for the action taken.

2. A copy of this decision shall be mailed or
ot herw se furni shed I medi ately to t he
conpl ainant, the City Manager and any other party
i nvol ved.

PART I'I'l. SOURCE SELECTI ON AND CONTRACT FORMATI ON

METHODS OF SOURCE SELECTI ON. Al'l contracts shal | be

solicited by formal conpetitive seal ed biddi ng pursuant to
this PART and result in a purchase order for a firm fixed
price, except as provided in:

D QOO TD

Section 15 (Competitive Seal ed Proposals)
Section 16 (Smal | Purchases)

Section 17 (Sol e- Source Procurenment)

Section 18 (Sol e-Brand Procurenent)

Section 21 (Emer gency Procurenent)

PART VI (Conmpetitive Sel ection Procedures
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13.

g.

for Professional Services)
Section 24 (Contract Types All owabl e)

COWPETI TI VE SEALED Bl DDI NG.

1.

Conditions for Use. Offers over the mandatory bid
anount shall be solicited by formal conpetitive seal ed
bi ddi ng except as otherw se provided in Section 12.
(Met hods of Source Sel ection).

Invitation for Bids. An Invitation for Bids shall be
i ssued for each solicitation for offers equal to or
exceedi ng the mandatory bid amount and shall include a
purchase description, and all ternms and conditions
applicable to the procurenent.

Public Notice. Adequate public notice of the
Invitation for Bids shall be given a mninmm of ten
(10) cal endar days prior to the date set forth therein
for the opening of bids. Such notice may include
publication in a newspaper of general circulation no
sooner than ten (10) calendar days prior to bid
openi ng.

Bi d Openi ng.

1. Time of Receipt. Bi ds nmust be received by the
Purchasing Division no |ater than the tine and
date identified in the Invitation for Bids. Bids
received after this tine for any reason shall be
returned unopened to the bidder.

2. Al l Bids Unopened. If all bids are not opened at
t he appropriate tinme and date of the bid opening,
for any reason other than failure of the vendors
to present their bids or cause their bid to be
presented at the appropriate tine, the bid
openi ng may occur at the next regularly schedul ed
bi d openi ng date. This automatic extension of
the bid opening time may occur without notice to
bi dders if there has been no other change in
requi rements or specifications other than the
delay of opening of the bid. Any vendor
submtting a bid after the del ayed original tine
and date, but before the next regularly schedul ed
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time and date for bid opening, shall have the bid
accepted, opened, and fully considered for award.

Bi ds Remai n Unopened After Bid Opening Tinme. |If,
after bids have been opened, it is ascertained
that one or mre bids remain unopened for any
reason other than the failure of a vendor or
vendors to present his bid or cause to have his
bid presented at the appropriate tinme, the

remai ni ng unopened bids shall be opened and
publicly read aloud at the next regularly
scheduled bid opening date and tine. No
additional bids wll be accepted after the

original bid opening date and ti ne.

Public Bid Opening. All bids received shall be
publicly opened in the presence of w tnesses at
the time and place designated in the Invitation
for Bids.

Bid Acceptance and Bid Eval uation. Bids shall be
unconditionally accepted w thout alteration or
correction, except as authorized in this Policy.

Bi ds shal | be eval uat ed based on t he
requirenents set forth in the lInvitation for
Bids, which my include criteria to determ ne
suitability for a particular purpose. Those
criteria that will affect the bid price and be
considered in evaluation for award, excluding
cash discounts, shall be objectively neasurabl e,
such as trade discounts, transportation costs,

and total or life cycle costs. The invitation
for Bids shall set forth the evaluation criteria
to be used. No criteria may be used in bid

eval uation that are not set forth in the
I nvitation for Bids.

Correction, Cancellation, or Wthdrawal of Bids.
1. Addition to Bids.

(a) Exceptions to Bid Requirenents. After
bid opening, an otherw se |ow bidder
shal | not be permtted to delete
exceptions to bi d condi tions or
specifications which affect price or
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(b)

(c)

substantive obligations. However, such

bi dder shal | be permtted t he
opportunity to furnish ot her
i nformation cal | ed for by t he

Invitation for Bids and not supplied
due to oversight, so long as it does
not affect responsiveness.

Responsibility, Det er m nati on, with
Additional Information. Bidders may be
asked to provi de the Pur chasi ng
Adm nistrator with any information
required to det erm ne t he
responsibility of the vendor.

Wai ver of Technicality. | nformation
shall not be considered after the bid
opening if it has been specifically
requested to be provided with the bid
and becones a matter of responsiveness.
The bid shall be considered responsive
only if it substantially conforns to
requirements of the Invitation for Bids
as it relates to pricing, surety,

i nsur ance, speci fications, and any
other matter wunequivocally stated in
t he I nvitation for Bi ds as a

det er m nant of responsiveness. A ninor
or non-substantive lack of conformty
on these matters may be considered a
technicality or irregularity which my
be wai ved by the authority enpowered to
make award.

Correcti on of Bids.

(a)

Mat hemat i cal Errors. Errors in
extension  of unit prices or I n
mat hemat i cal cal cul ati ons may be
corrected by the Purchasing Division
prior to award. In all cases of errors

in mat hematical conputation, the unit
prices shall not be changed except in
accordance with Section 13. 2c.
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(b)

(c)

(d)

(e)

Correction of Non-Judgmental Errors. A
bi dder shall be permtted to correct
clerical, non-judgnmental m stakes of
fact in his bid, including unit prices,
when the intended bid is reasonably
proven by subm ssion of proof of
evidentiary value or is ascertained
fromthe bid docunent.

Vol untary Reduction of Price. The City
may accept a voluntary reduction from a
| ow bidder after bid opening, if such
reduction is not conditioned on, nor

results in, t he nodi fication or
del eti on of any condition contained in
the Invitation for Bids. A voluntary

reducti on may not be used to ascertain
t he | owest responsive bid.

Unsuccessful Bidders Not Permtted to
Correct Bid M stakes. No bi dder shal

be permtted to correct a bid m stake,
with the exception of nmathematica
conputation, which would cause such
bi dder to have the |ow bid and receive
an award which otherwise would go to
anot her vendor except 1in accordance
with the provisions of Section 13.2c.

Corrections After Awar d. Any
corrections to the benefit of the
vendor of a non-judgnental, clerical

and/ or mathematical bid m stake after
award shall only be permtted by the
awardi ng authority; and any correction
in prices may mt permt the changed
price to exceed the price of the next
| ow bi d.

Cancel | ati on of Bi ds.

(a)

Cancel l ation or Postponenent of Bid
Openi ng. Any time prior to the bid
opening date and time, the Purchasing
Di vi sion may cancel or postpone the bid
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(b)

opening or cancel the Invitation for
Bid inits entirety.

Rejection After Award. After bids are
open, any or all bids may be rejected
by the Awardi ng Authority.

4. W t hdrawal of Bi ds.

(a)

(b)

5.

Bid Amendments Prior to Opening. Any
bi dder may voluntarily wthdraw or
amend his bid at any tinme prior to the
bi d opening by providing witten notice
to the Purchasing Adni nistrator that
his bid should not be considered or
t hat his bid should be anended.
Amendnments should be forwarded to the
Pur chasi ng Di vi si on, seal ed and
identified.

Bid Amendnments After Opening. After
bid opening, vendors shall not be
allowed to withdraw a bid in |less than
ni nety days, or a specific time period
stated in the Invitation for Bid with
the follow ng exceptions:

1) Non-j udgnent al M st ake. The
bi dder i's al | egi ng a non-
judgnmental m stake of fact which
i's reasonably proven by subm ssion
of backup docunent ati on of
evidentiary value clearly show ng
that the mstake is not clear
enough for correction of unit
price as provided in Section 13
2. A

2) Prima Facie Evidence of M stake.
The bid is so outrageous as to be
prima facie evidence of a bid
nm st ake, but a m stake that cannot
be <corrected by correction of
mat hemat i cal conput ati on.

Det erm nati on of Responsi veness and

Responsibility. The determ nation of a non-
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responsi bl e or non-responsive bidder and the
permtting of withdrawals or corrections of
Bids, in accordance with the directives of
this Policy, shal | be the duty and
responsibility of t he Pur chasi ng
Adm ni strator. The Purchasing Adm ni strator
shall only recomend award or cause award to
be made to the responsive and responsible

of feror of the best evaluated offer. Al
det er m nati ons of responsi veness,
responsibility or allowance for a change in
or withdrawal of a Bid shall be made in
writing and contained in the purchase order
file.

14. COMPETI TI VE SEALED PROPOSALS.

1.

Request for Proposals. Proposal s shall be solicited
t hrough a request for proposals which should state as
near as possible the functional or performance
specifications for the end results being sought.
Proposal s shall be received, opened, and processed in
the same manner as bids discussed in Section 13.
Requests for proposals nmay be corrected, w thdrawn,
and canceled in the same manner as bids discussed in
Section 13 e.

Public Notice Adequate public notice of a Request for
Proposal shall be given in the sanme manner as provi ded
in Section 13c, "Conpetitive Sealed Bidding - Public
Noti ce".

Eval uati on Factors. The Request for Proposals shal
state the relative inportance of all evaluation
factors, including price. |In addition, certain itens
may be rated in accordance with their inportance.
Only criteria disclosed on the solicitations may be
used to evaluate the itens or services proposed.

Di scussion with Responsible O ferors and Revisions to
Proposals. As provided in the Request for Proposal,
di scussi ons may be conducted with responsible offerors
whose submtted proposal is determined to be
reasonably susceptible of being accepted for award,
for the purpose of clarification to assure full
under st andi ng of responsiveness to the solicitation
requirenment. Offerors shall be afforded fair and
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15.

16.

17.

18.

19.

equal treatnent with respect to any opportunity for
di scussion and revision of proposal and such revisions

wll be permtted after submssions and prior to
awar d.
e. Award of Proposals. Award shall be made by the

appropriate authority to the responsive, responsible
of feror whose proposal is determned, in witing, to
be the npst advantageous to the City taking into
consi deration the evaluation factors set forth in the
Request for Proposals. The contract file shall
contain the reasons for the award, including the
eval uations of all persons rating the proposals.

SOLE SOURCE PROCUREMENT. A contract within the award
authority of the Purchasing Adm nistrator my be awarded
for supplies, services or construction w thout conpetition
when determned in witing by the using agency and the
Purchasing Adm nistrator that there is only one source or
one reasonable source for the required supply, service or
construction. A Sol e Source Procurenent above the award
authority of the Purchasing Adm nistrator or his designee
must be approved by the City Comm ssion.

SOLE BRAND PROCUREMENT. A contract within the award
authority of the Purchasing Adm nistrator my be awarded
for suppl i es, services or construction, l[imting
conpetition to a sole brand if the necessity for this brand
is certified in witing by the Purchasing Adm nistrator and
Usi ng Depart nment.

OPEN- END CONTRACTS. The Purchasing Adm nistrator shall
i ssue open-end contracts as necessary and reasonabl e, based
on conpetitive bids. The estimated annual usage shall
govern the proper authority for awards of these contracts.

OPEN- END PURCHASE ORDERS.

The Purchasing Adm nistrator may issue an open-end purchase
order based, if possible, on conpetitive quotations to
procure items on an as needed basis provided the aggregate
amount is below the mandatory bid anount.

DI RECT PURCHASES FROM OPEN- END CONTRACTS. The Purchasing
Adm ni strator may issue orders, including open-end purchase
orders, or authorize agencies to issue orders direct to
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20.

21.

22.

vendors for itens covered by open-end contracts awarded by
t he appropriate awardi ng aut hority.

DETERM NATI ON OF NON RESPONSI Bl LI TY.

1. The witten determ nation of non responsibility of an
of feror including a bidder or proposer must be made in
witing by +the Purchasing Admnistrator or his
desi gnee. The unreasonable failure of an offeror to
supply information in connection with an inquiry into
responsibility may be grounds for a determ nation of
non- responsibility of such a bidder or offeror.

2. The Purchasing Admnistrator or his designee my,
within a reasonable tine period after bid or proposal
openi ng, request additional information of the offeror
concerning his responsibility to perform and the
offeror may voluntarily, after bid opening, provide
additional or corrective information concerning his
responsibility as a vendor. The Purchasing
Adm ni strator shall consider this and all other
information gained prior to the time of the award or
rejection in making his determ nation of award and/ or
recommendat i ons concerni ng award to the City
Conmmi ssi on.

CONTRACTI NG METHODOL OGY.

Any type of contract which will pronote the best interest
of the City may be used including incentive fee contracts,
provi ded that the use of a cost plus a percentage of cost
contract is prohibited. A type of contract other than
firm fixed price may be used only when a determnation is
made by the Purchasing Adm nistrator that such contract is
likely to be less costly than the firm fixed price
contract or that it is inpractical to obtain the supplies,
services, or construction required by the firmfixed price
contracting nmethod.

CONTRACT PERI OD.

a. Unl ess otherwise provided by law, a contract for
supplies or services my be entered into for any tinme
period deened to be in the best interests of the City
provi ded the extension, if any, are included in the
solicitation and funds are available for the first
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23.

24.

25.

fiscal period at the time of contracting. Paynent and
performance obligations for future fiscal periods
shal |l be subject to the availability of funds.

b. Price Adjustnent. Contracts nmay be awarded wth
provi sions for upward or downward price adjustnents
provided this allowance is part of the original bid
solicitation and the adjustnments are based on a
nationally recognized or published index or other
criteria acceptable to the Purchasing Adm nistrator.

ADVANCE PAYMENTS.

1. The City may make advance paynents not to exceed one
(1) year to vendors for maintenance service contracts
and | ease agreenments when it would be economcally
efficient to do so or when the vendor offers a
di scount for advance paynents.

b. The Purchasing Adm nistrator or his designee shall
approve advance paynents in accordance with the above
requi renents and internal procedures.

CHANGE ORDERS. Changes to non-construction contract award
made by the Purchasing Adninistrator my be made by
i ssuance of a Change Order (and other related contractual
docunents, if any).

ANMENDMENTS. Any changes to a contract that materially
alter the terms and conditions of the contract or provide
for a change in the scope of the contract nust be contained
in a formal anmendnment to the contract executed by the sanme
authority as the original agreenent.
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26.

27.

28.

RECEI VI NG AND PAYNMENT

A. Recei vi ng

Only individuals that are authorized to normally
recei ved purchased materials nmay receive products or
services. The receiving individual nust certify that
the quantity, brand name, and nodel actually ordered
is received.

B. Paynent

Vendors should be instructed to send invoices directly
to the Accounts Payabl e section and nust indicate the
Purchase Order Nunmber on the invoice. The copy marked
"Recei ving Copy" of a purchase order nust be signed by
an individual having authority to sign for receipts of
products, and forwarded directly to Accounts Payable
for marching with the vendor's invoice. In cases
where material is picked up or delivered with the
invoice, it is pernmssible to attach the invoice with
the signed copy of the Receiving Report of the
Purchase Order and forward both to the Accounts
Payabl e section for paynment. To maintain the proper
| evel of internal contr ol between the various
functions, one i ndividual shoul d not have the
authority to order, receive and approve paynment for
goods and services. However, if it is necessary for
the sanme individual to have authority for all three
functions, authority should be limted to departnent
directors and nmanager.

PART 1V. SPECI FI CATI ONS

OPEN COWPETI TI ON REQUI RED. The Purchasing Adm nistrator
shall strive to assure that all specifications issued by
the City provide for free and open conpetition anong al
vendors and preclude a lock-in of any brand or vendor
unl ess itens are purchased under approved sole source or
sol e brand provisions. Any specification may elimnate
some vendors or brands if the vendor or brand does not neet
the legitimte needs of the City.

STANDARDI ZAT| ON

Page 24 of 31



29.

30.

31.

1. The Purchasing Adm nistrator may recommend to the City
Commi ssion for purchases equal to or over the
mandatory bid anmount that any brand or source of
supplies or services be standardized as the only brand
or source of service or comodity that wll be
purchased for a particular agency or City-w de.
Conpetition anong distributors of a standardized brand

will be attained if possible. However, the Purchasing
Adm ni strat or may pur chase directly, wi t hout
conpetition, from the rmanufacturer of a City

Commi ssi on approved standardi zed commodity or service
on a sole source basis.

b. The Pur chasi ng Adm ni strat or wi || pronmul gat e
procedures for review of all standardized itens
exceeding the mandatory bid anmount per year at no
greater than five (5) year intervals.

APPLI CATI ON  OF REQUI REMENTS FOR NON- RESTRI CTI VENESS OF

SPECI FI CATI ONS. Requi renents of this Part regarding the
purpose and non-restrictiveness of specifications shall
apply to all specifications including but not limted to

those prepared by architects, engineers, designers and
draftsmen for public contracts.

PART V. PROCUREMENT OF CONSTRUCTI ON SERVI CES

AUTHORITY TO CONTRACT FOR CONSTRUCTION SERVICES. The
Aut hority for contracting for construction services is
vested in the City Comm ssion and shall be exercised
t hrough the provisions of the Procurenment Policy.

RESPONSI BI LI TY FOR SELECTION OF METHODS OF CONSTRUCTI ON
SERVI CES. The City shall use the best nmethod avail able for
obtai ning and inplenmenting construction contracting which
may i ncl ude:

a. General Contractor.

b. City Construction Managenent.

C. Mul tiple prime contractors managed by:
1. A desi gnated general contractor.
2. Constructi on manager.
3. Procurenent officer of the purchasing agency.
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32.

33.

34.

d. Desi gn Bui | d.

5. Any ot her commonly accepted construction nethod
utilized by government or industry which nmay be
used to the benefit of the City.

| NSURANCE REQUI REMENTS. AlIl construction contracts shall
contain requirenents for the protection of the City through
sufficient insurance as specified in the bid docunents.

The form and adequate proof of all such insurance shall be
approved by the City prior to the issuance of purchase
orders confirm ng the award of a construction contract.

| NDEMNI FI CATI ON. Al'l contractors shall indemify and save

harm ess the City, its officers, agents and enpl oyees from
any injuries or damages received by any person during any
operati ons connected with the construction project, by use
of any inproper materials, or by any act or om ssion of the
Contractor or his subcontractor, agents, servants or
enpl oyees.

Rl GHT OF CONSTRUCTI ON CONTRACT CHANGE.

a. Change Orders. The City shall have the right, based
on a clause contained in each construction contract,
to require changes 1in quantities, additions or
del etions of work or other changes within the original
intent of the contract. Al changes to construction
contracts nust be approved in advance in accordance
with the value of the change order or the cal cul ated

value of the tinme extension. All contract change
orders of $20,000 or nore shall be approved, in
advance, by the City Commi ssion. The approval of

change orders under this anount for both construction
contracts and professional design services is hereby
del egated to the City Manger or his designee.

2. Amendnent s. Al'l changes to construction contracts

that materially alter the terms and conditions of the
contract or provide for a change in scope of the
proj ect beyond the original intent, nust be contained
in a formal anmendnent to the contract. Such an
amendnment nust be approved with equal dignity and
formality as the original contract and signed by the
i ndividuals holding the positions of the original
si gnatori es.
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35.

36.

PART VI. PROCUREMENT OF SERVI CES

POLI CY. It is the policy of this Gty to publicly announce
t hrough the Purchasing Division all requirenments for
prof essi onal services and to award contracts on the basis
of denonstrated capability and qualifications at a fair and
reasonable price with the ultimte sel ection based on the
best interest of the City and maxi num val ue recei ved.

PROCUREMENT  OF  ARCHI TECTURAL, ENG NEERI NG, TESTI NG
LANDSCAPE ARCHI TECTURAL, AND LANDSCAPI NG SERVI CES.

a. Solicitation of Professional Services Covered by CCNA

1. Request for Proposals Solicitation. Each tine a
requi rement or group of requirenents is to be
procured under CCNA, a Request for Proposal wll
be sent to the appropriate list of vendors.

2. Advertisenent for CCNA. Purchasing Division
shall advertise at Ileast once in a paper of
gener al circulation wthin Broward County
advising all interested firms of one project and

requesting proposals to be submtted.

3. Review of Qualifications. A duly appointed
sel ection committee shal | revi ew al
qualifications and submttals of those firns
respondi ng.

4. Short List. The Selection Commttee shall reduce
the nunber of firms (short list) to at |east
three for further discussions. |In short listing

the firms, the commttee shall attenpt to sel ect
the best qualified firms for the particular
project w thout considering price or opening the
fee submtted by each firmwth their proposal.

5. Di scussi ons. The Comm ttee shal | hol d
di scussions with all short listed firns after
opening their fee proposal. Such discussion may

enconpass formal presentations by each firm The
requi renents of presentations or discussion wll
be the same for each firmshort |isted.
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6. Ranki ng of Firns. The voting nmenbers of the
sel ection negoti ati on commttee, after
di scussi ons and/or presentations by each short
listed firm wll vote on the final ranking. The
ranking of firms shall indicate the commttee's
view of the firm that wll best serve the
interest of the City.

7. Negot i ati ons. The negotiation commttee wll
attenpt to negotiate a contract with the highest
ranked firmto perform services at a conpensation
which the commttee determned to be fair and
reasonabl e. If the commttee is wunable to
negotiate a satisfactory contract with the firm
obt ai ning the hi ghest ranking, negotiations with

that firm shall be formally term nated. The
negotiation commttee then shall undert ake
negotiations with the second ranked firm | f

t hese negotiations also prove unsatisfactory,
negoti ations shall again be term nated and the
comrittee will negotiate, in turn, with each firm
in accordance wth their ranking by the
commttee, until an agreenent is reached or the
short list is exhausted. VWen a short list is
exhausted, a new solicitation for proposals nust
be initiated.

8. Award of Contract. At the successful concl usion
of negotiations, a contract award wll be
recommended to the City Conmm ssion.

37. PROFESSI ONAL SERVI CES ABOVE MANDATORY BI D AMOUNT.

1.

Prof essional Services above mandatory bid anount not
listed by CCNA or which are listed and are bel ow the
CCNA dollar limts, shall be procured by Requests for
Proposal s whenever practicable under the sane
procedures as services covered by CCNA or alternates
set forth in this Policy apply.

Al'l  general services above nmandatory bid anmount
whereby a price and other criteria may be
quantitatively evaluated should be acquired by
invitations for bid or request for proposals. The
request for proposals shall indicate the eval uation
criteria and how the evaluation is to be made. The
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38.

39.

40.

41.

award of all general services shall be made by the
appropriate awardi ng authority.

3. Award. All formal nulti-party contracts equal to or
above the award authority of t he Purchasi ng
Adm ni strator shall be awarded by the City Comm ssion
and signed by the Mayor, Vice Mayor, or City Manager
as ot herw se provided by the Comm ssi on.

SMALL PURCHASES OF PROFESSI ONAL SERVI CE. The Purchasi ng
Adm ni strator is authorized to enter into nultiple award,
open-end, fixed, or any other | egal contracts for
pr of essi onal services not covered by CCNA requirements or
bel ow t he mandatory Bid anount.

1. Award of Contract. Upon review of the negotiation
conmttee's recommendat i on, t he Pur chasi ng
Adm ni strator nay issue a purchase order in place of a
formal agreenent.

REI MBURSABLE | TEMS. Each negoti ation conm ttee shal
consi der reinbursable itenms as necessary or desirable for
each contract under consideration. If a contract is to
contain reinbursable itens, the contract shall have a
limtation as to the types of reinbursables included and
the nonetary anount to be paid by the City.

FORMALI TY OF RECEI PTS OF LETTERS OF | NTEREST AND REQUESTS
FOR PROPOSALS. Al formal |y solicited requests for
proposals shall be treated as formal invitation for bids.
Any subm ssion received after the date and hour of closing
for receipts shall be rejected and returned to the
subm tter unopened, if possible, marked | ate receipt.

CHANGES TO NEGOTI ATED CONTRACTS. Any changes to a contract
negoti ated under the provisions of this section of the
Policy (which are not specifically allowed in the contract)
shall be in the formof a formal anmendnent approved by the
appropriate awardi ng authority as indicated in Section 14
with equal dignity and formality as the original contract.

In any case where the anmendnment exceeds the mandatory bid
amount, the anmendnent nust be approved by the Comm ssion,
and the approval shall be based upon a negotiation by the
original selection committee or the incunmbents in the
positions originally appointed to the selection and
negoti ation commttee. In any case where the anmendnent does
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42.

43.

44,

not exceed the mandatory bid anount, the anendnent nust be
approved by the Comm ssion, however, negotiations nmay be
conducted informally by the using division.

PART VII. SUPPLY MANAGEMENT
DI SPOSAL OF SURPLUS. The Purchasi ng Division, shall have
power to sell or dispose of surplus supplies by public

auction, conpetitive sealed bidding, trade in, or other
appropriate nmethods in conformance with Florida State
Statutes. All seal ed bidding shall be processed under the
requirenents of this Policy as applicable. No enployee of
the division having direct control of the supplies or
handl i ng the disposition of the supplies shall be entitled
to purchase any such supplies.

PART VII11. RISK MANAGEMENT | N PROCUREMENT

| NDEWNI FI CATI ON. Al'l contracts for services shall provide
that the contractor shall indemify and save harnl ess the
City, its officers, agents and enpl oyees fromany injuries
or damages received by any person during any operations
connected with the contract, or by use of any inproper
materials or by any act or om ssion of the contractor or
hi s subcontractor, agents, servants, or enployees.

| NSURANCE REQUI REMENT.

1. The appropriate City official will revi ew, as
requested, special conditions and instructions to
bi dders for the solicitation of bids or quotations for
supplies, services or construction.

2. Prior to awarding of a bid or quotation, the
appropriate City official wll review insurance
certifications, approving those which conmply with the
requirenents of the solicitation. Non- approved
certifications wll be returned to the Purchasing
Agent with the reasons for non- appr oval and
instructions as to how the certification may be
corrected. The Purchasing Division shall not allow
any contract to continue w thout proper insurance in
effect after they have been so notified of the | apse
of the requisite insurance.

PART | X. COWPLI ANCE W TH ALL APPLI CABLE LAWS
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45,

LAW AND GRANT REQUI REMENT. In any situation where
conpliance with this Policy will place the City in conflict
with state or federal law or the ternms of any grant, the
City shall conply with such Federal or state |aw, grant
requi renents, or aut hori zed regul ati ons whi ch are
mandatorily applicable and which are either not reflected
in this Policy or are contrary to provisions of this
Policy.
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ARTICLE VIII. PURCHASING AND PROCUREMENT

Sec. 2-301. Purpose.

The purpose of this Article is to provide for the fair and equitable treatment of

all persons involved in purchasing by the City, to maximize the purchasing value of
public funds in procurement, and to provide safeguards for maintaining a
procurement system of quality and integrity. (Ord. No. 91-180, Sec. 4, 1-21-92)

Sec. 2-302. Definitions.

[As used in this article the following terms shall mean:]

(1)

()

3)

(4)

(5)

(6)

(7)

Addenda means written or graphicinstruments issued prior to the opening of
bids which clarify, correct or change the bidding documents or the contract
documents.

Brand name or equal specifications means a specification limited to one (1) or
more items by manufacturers' names or catalog numbers to describe the
standard of quality, performance or other salient characteristics needed to
meet the City's requirements and which provides for the submission of
equivalent products.

Brand name specification means a specification limited to one (1) or more
items by manufacturers' names or catalogs.

Commodities means all personal property, including but not limited to,
commodities, goods, equipment, material and printing, purchased, leased or
otherwise contracted for by the City.

Competitive bids or competitive offers means the solicitation of two (2) or
more bids or offers submitted by responsive and qualified bidders or offerors.

Construction means the process of building, altering, repairing, improving,
remodeling, rehabilitating or demolishing any public structure or building or
other public improvements of any kind to any public real property. It does not
include the routine operation, routine repair or routine maintenance of existing
structures, buildings or real property.

Contractor means any person or business entity having a contract with the
City of Coral Springs.
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(8)

9)

(10)

(11)

(12)

Contractual services means therendering by acontractor of its time and effort
rather than the furnishing of specific commodities, materials, goods,
equipment and other personal property. The term applies only to those
services rendered by individuals and firms who are independent contractors.
Contractual services shall not include those exempt contractual services as
more specifically identified in Section 2-306.

Invitation to bid means a written solicitation for competitive sealed bids with
the title, date and hour of the public bid opening designated therein and
specifically defining the commodities or contractual services for which bids
are sought. The invitation to bid shall be used when the City is capable of
specifically defining the scope of work for which a contractual service is
required or when the City is capable of establishing precise specifications
defining the actual commodities required. The invitation to bid shall include
instruction to bidders, plans, drawings and specifications, if any, bid form and
other required forms and documents to be submitted with the bid.

Obsolete property means any personal property belonging to the City which
may no longer be used for its intended purpose, which has completed its
useful life cycle, or whose use has become economically impracticable as
determined by the Purchasing Administrator.

Purchasing administrator means the principal, public purchasing official for
the City who is responsible for the procurement of commodities and
contractual services as well as the management and disposal of commodities.

Request for proposals means a written solicitation for sealed proposals with
the title, date and hour of the public opening designated. A request for
proposals shall include butis not limited to, general information, functional or
general specifications, statement of work, proposal instruction and evaluation
criteria. All requests for proposals shall state the relative importance of price
and any other evaluation criteria. The City may engage in competitive
negotiations with responsible offerors determined to be reasonably
susceptible of being selected for award for the purpose of clarification to
assure full understanding of and conformance to the solicitation requirements.

Offerors shall be accorded fair and equal treatment with respect to any
opportunity for discussion and revision of proposals and such revisions may
be permitted after submissions and prior to award for the purpose of obtaining
the best and final offer.
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(13)

(14)

(15)

(16)

Responsible bidder or responsible offeror means a person or business entity
having the capability in all respects to perform fully the contract requirements
and the experience, ability, reliability, capacity, facilities, equipment, financial
resources and credit which will give a reasonable expectation of good faith
performance.

Responsive bidder or responsive offeror means aperson who has s ubmitted a
bid which conforms in all material respects to the invitation to bid or request
for proposals.

Sole source means the only known vendor or the only responsible vendor
capable of providing commodities or contractual services to the City.

Surplus property means any personal property belonging to the City which is
capable of being used butisin excess of the normal operating requirements of
the City. (Ord. No. 91-180, Sec. 5, 1-21-92)

Sec. 2-303. Authority of Purchasing Administrator.

The Purchasing Administrator shall have the authority to:

(1)

(@)

©)

Draft and promulgate purchasing procedures subject to the prior approval of
the City Manager.

Solicit quotations, both verbal and written, and issue invitations to bid and
requests for proposals after receipt of evidence of City Commission general or
specific appropriation of funds to make such expenditure.

Award contracts for the purchase of commodities and contractual services for
purchases without prior approval of the City Commission as provided below:

a. Any contract not exceeding twenty thousand dollars ($20,000.00) may
be madein accordance with the small purchase procedures authorized
in this Section, provided, however, that contracts for construction of
municipal public works shall be made in accordance with applicable
state laws including Section 180.24, Florida Statutes (1993), as amended
from time to time. Contracts shall not be artificially divided so as to
constitute a purchase under this Section.

1. Purchases of commodities and contractual services when the
estimated value is less than two thousand five hundred dollars
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($2,500,00) or less, may be made upon receipt of one (1)
telephone quote.

In order to determine a fair and reasonable price, additional
guotes may be solicited. The Purchasing Administrator shall
adopt, implement and enforce operational procedures for making
small purchases of two thousand five hundred dollars ($2,500.00)
or less. Such operational procedures shall provide for the goods,
commodities, equipment, materials and services being
purchased. Further, such operational procedures shall require
the preparation and maintenance of written records adequate to
document the competition obtained, properly accounted for the
funds expended and facilitate an audit of the purchase made.
Such records shall include the businesses' name, contact
person, dates of inquiry, nature and description of service for
what inquiry is being made and amounts quoted with exactly
what will be provided for such amount.

Purchases of commodities and contractual services when the
estimated value is between two thousand five hundred and one
dollars ($2,501.00) and ten thousand dollars ($10,000.00) may be
made upon receipt of not less than three (3) telephone quotes. In
order to determine afair and reasonable price, additional quotes
may be solicited. The Purchasing Administrator shall adopt,
implement and enforce operational procedures for making
purchases of ten thousand dollars ($10,000.00) or less. Such
operational procedures shall provide for the goods, commodities,
equipment, materials and services being purchased. Further,
such operational procedures shall require the preparation and
maintenance of written records adequate to document the
competition obtained, properly accounted for the funds expended
and facilitate an audit of the small purchase made. Such records
shall include the businesses' name, contact person, dates of
inquiry, nature and description of service for what inquiry is being
made and amounts quoted with exactly what will be provided for
such amount.

Purchases of commodities and contractual services when the
estimated value is in excess of ten thousand dollars ($10,000.00)
but not more than twenty thousand dollars ($20,000.00) may be
made after a minimum of three (3) different sources of supply
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(4)

()

have been solicited by a formal written request for quotations.
The Purchasing Administrator shall solicit quotes by direct mail
request to prospective vendors. Public notice posted on a
bulletin board at City Hall will constitute advertisement for quotes.
The names of the businesses submitting quotes and the date
and amount of each quote shall be recorded and maintained as a
public record. Formal quotes will be given atracking number and
date for opening.

5. All purchases and award of contracts in excess of twenty
thousand dollars ($20,000.00) must be approved by the City
Commission before the purchase is made by the Purchasing
Administrator or his designee.

Award contracts for the purchase of commodities and contractual services
which are exempt from the requirements of formal competitive procurement
pursuant to Section 2-305.1(2) herein, when the total cost thereof does not
exceed twenty thousand ($20,000.00); provided, however, that the P urchasing
Administrator shall have no authority to make emergency procurements above
that amount.

Renew all contracts below thirty thousand dollars ($30,000.00) for
commodities and contractual services provided that the following criteria are
all satisfied:

a.

The terms and conditions of the original contract expressly provide for
the City's right to renew the contract at the same prices as originally
awarded by the City Commission or within price adjustment clause
parameters as defined in the solicitation documents or agreement.

The Purchasing Administrator has performed a market survey and/or
contract quality review to determine if renewal of the contract is in the
best interest of the City. For commodities and contractual services
originally procured through the Request for Proposals or Letter of
Interest processes, a market survey shall be performed only if the
Purchasing Administrator determines that, due to asignificant changein
the industry or profession providing the services, an evaluation of
current market conditions would be effective.

The Purchasing Administrator, together with the using City department,
if any, have evaluated the performance of the contractor under the
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(6)

(7)

(8)

(9)

preceding contract term and have determined, in writing, that such
performance meets established criteria regarding service,
responsiveness and quality levels.

Delegate purchasing authority to procure commodities and contractual
services relating to the maintenance and repair of City equipment in an amount
notto exceed onethousand dollars ($1,000.00) to City staff in accordance with
established purchasing procedures. In the case of an emergency situation
declared by either the federal government, state government or city
commission, delegated purchasing authority may be increased to an amount
not to exceed five thousand dollars ($5,000.00).

Sell, trade or otherwise dispose of surplus and obsolete personal property
belonging to the City either by sale, barter or exchange, by sealed bid, public
auction, cannibalization, trade in or any other means of disposal as may be
appropriate and in the best interests of the City. Disposal of surplus or
obsolete personal property in excess of twenty thousand dollars ($20,000.00)
per item shall be made only after approval by the City Commission.

The Purchasing Administrator shall have no authority to purchase, lease or sell
real property without prior City Commission authorization and approval as
more specifically provided in Section 2-311.2 herein.

Execute thefollowing types of lease agreements for real property belonging to
a public or private entity provided that the term of any such agreement does
not exceed five (5) years and the total amount of rental payments due
thereunder does not exceed ten thousand dollars ($10,000.00):

a. Self storage facility rental agreements;
b. Facility use and license agreements.

All other leases of real property must be authorized and approved by the City
Commission. (Ord. No. 91-180, Sec. 6, 1-21-92; Ord. No. 92-117, Sec. 1, 3-17-92;
Ord. No. 92-148, Sec. 1, 11-3-92)

Sec. 2-304. Delegation of purchasing authority to award and execute contracts.

Purchasing authority to purchase commodities and contractual services and to
award and execute contracts as is deemed to be in the public interest is hereby
delegated as follows:
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(1) The City Manager, in accordance with the guidelines provided by the
Purchasing Administrator and governed by the requirements of this article,
shall have the authority to purchase commodities and contractual services, to
award contracts and to execute agreements for the purchases of commodities
and contractual services when the estimated total cost thereof does not
exceed twenty thousand dollars ($20,000.00) without prior approval of the City
Commission.

Sec. 2-305. Competitive procurement required.

All initial awards of contract for commodities and contractual services when the
estimated total cost thereof shall exceed twenty thousand dollars ($20,000.00) shall
be awarded by the City Commission through the process of competitive, sealed
bidding, competitive request for proposals or request for Letters of Interest except as
otherwise provided herein. (Ord. No. 98-113, Sec. 5, 11-17-98)

Sec. 2-305.1. Exceptions to competitive procurement requirement.

The following are exempt from the requirements of formal competitive procurement:

Q) Sole source procurement.

(@)

(b)

()

All specifications shall be drafted so as to promote overall economy for
the purposesintended, to encourage competition in satisfying the City's
need and shall not by unduly restrictive. Brand name specifications are
restrictive of competition and shall only be used as specifically provided
in Section 2-311.1 of this article.

A contract may be awarded without competition when the Purchasing
Administrator makes a written determination that after conducting a
good faith review of available sources, there is only one (1) source for
the required commodity or contractual service. The Purchasing
Administrator shall conduct negotiations as appropriate as to price,
delivery and terms. A record of sole source procurement shall be
maintained as a public record and shall list each contractor's name,
amount and type of each contract, alist of the commodity or contractual
service procured under each contract, and the identification number of
each contract file.

All sole source procurements where the cost of the commodities or

contractual services exceeds twenty thousand dollars ($20,000.00) shall
be authorized by the City Commission.
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(2)

3)

Emergency procurements.

The City Manager may make emergency procurements of commodities or
contractual services where the cost exceeds twenty thousand dollars
($20,000.00) when there exists a clear and present threat to public health,
property, welfare, safety or other substantial loss to the City, provided,
however, that such emergency procurements shall be made with such
competition as is practicable under the circumstances. A written determination
of the basis for the emergency and for the selection of the particular contractor
shall be included in the contract file. As soon as practicable, arecord of the
emergency procurement shall be made and shall set forth the contractor's
name, the amount and type of the contract, a listing of the commodity or
contractual service procured under this contract, and the number of the
purchase order, if any. The City Commission must be notified, after the fact, of
such procurements in excess of twenty thousand dollars ($20,000.00) at the
next scheduled City Commission meeting. In any event any increase over the
original amount of an emergency procurement reported to the city commission
exceeding ten percent (10%) must be reported to the City Commission to be
noted for the record.

Purchases and acquisitions under contracts of the federal government and the
State of Florida or its political subdivisions.

All purchases of commodities or contractual services under the provisions of
local, state and federal purchasing contracts shall be exempt from the
competitive procurement requirements, provided that the following criteriaare
all satisfied:

(@ Theterms and conditions of the original contract by the federal, state or
local government are satisfactory to the City and such terms and
conditions are expressly extended to other municipalities pursuant to
the bid documents.

(b)  Theoriginal contract by the federal, state or local government is current
and in effect at the time of the proposed purchase of commodities or

services by the City.

(c) The Purchasing Administrator has performed a market survey to
determine if the prices of the original contract are fair and reasonable.
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(d) The City Commission authorizes such procurement when the cost of
the commodities or contractual services exceeds twenty thousand
dollars ($20,000.00).

4) Exempt contractual services not subject to the competitive procurement
regquirement:

a. Services involving special skill, ability, training or expertise which arein
their nature, unique, original or creative.
b. Legal services including paralegals, expert witnesses, appraisal

services, investigative services and court reporters.

C. Actuarial services.

d. Auditing services.

e. Academic program reviews or lectures or seminars by individuals.

f. Health services involving examination, diagnosis, treatment, prevention,

medical consultation or administration.

g. Artistic services which are original and creative in character and skill in a
recognized field of artistic endeavor such as music, dance, drama,
painting and sculpture, photography, culinary arts, fashion design and
the like, provided, however, that contracts for artistic instructors,
coaches, teachers, aides and assistants are deemed contractual
services subject to the requirements of competitive procurement.

h. Performing artists and entertainers hired to provide entertainment for
the benefit of the citizens of Coral Springs and the general public at any
City facility.

I Maintenance service of equipment. When considered to be in the best
interest of the City and recommended by the using department and the
services to be performed are by the equipment manufacturer,
manufacturer's service representative, a distributor of the
manufacturer's equipment or when at least three (3) responsible
services have been evaluated the services may be procured without bid.

J. Advertising.
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Sec.

k. Utilities including but not limited to electric, water and telephone.

l. Goods and services provided by other governmental entities or not-for-
profit- organizations.

13. The foregoing enuneration of services deemed to be
exenpt from the conpetitive procurenment requirenments
is not intended to be an exhaustive or exclusive list.

The City Manager or his designee may determne if a
contractual service nust be procured through the
conpetitive procurenment process, if not expressly
i ndi cated above. (Ord. No. 91-180, Sec. 9, 1-21-92;
Ord. No. 92-148, Sec. 2, 11-3-92)

n. Copyrighted nmaterials (books, videotapes, etc.) except
conput er software.

0. Food, clothing and other pronotional itens purchased
for resale or distribution to the public.

2-306. Formml conpetitive procurenent procedure.

(a)

(b)

(c)

Public notice.

Public notice of the invitation to bid or the request for
proposal s shall be given not less than ten (10) cal endar
days prior to the date set forth in the notice for the
openi ng of bids or proposals. Such notice shall be given
by publication in a newspaper of general circulation in the
City of Coral Springs. The notice shall state the place,
date and time of the bid or proposal opening.

Bi d and proposal subm ssion.

Bi ds and proposals shall be submtted in a seal ed envel ope
whi ch shall be clearly identified as a bid or proposal on
the exterior of the envel ope and delivered to the office of
t he Purchasing Adm ni strator.

Bid or proposal security.
Bid or proposal security shall be required for al
construction projects when the total contract price is

estimted by the Purchasing Adm nistrator to exceed fifty
t housand dollars ($50, 000.00). In all other cases, the
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(d)

(e)

City reserves the right to require bid or proposal security
when deened necessary by the Purchasing Adm nistrator. Bid
or proposal security shall be by cash, certified or
cashier's check, by a bid bond or an irrevocable letter of
credit made payable to the City of Coral Springs and
provi ded by a surety conpany authorized to do business as a
surety in the State of Florida in an anmount not |ess than
five percent (5% of the amobunt of the bid or proposal

The bid or proposal security of unsuccessful bidders or

offerors will be returned within a reasonable tine after
the bid or proposal opening. The bid or proposal security
of the successful bidder or offerors will be retai ned unti

such bidder or offeror has executed the contract and
furnished the required certificate(s) of insurance and
paynent and performance bonds. |f the successful bidder or
offeror fails to furnish the required certificate(s) of
i nsurance and paynent and performance bonds or fails to
execute and deliver the contract to the office of the
Purchasing Adm nistrator within the tinme specified in the
instructions to bidders or offerors the City may annul the
Notice of Award and the entire sum of the bid or proposal
security shall be forfeited.

Bi d openi ng.

(1) Bids shall be opened publicly by the Purchasing
Adm ni strator or his designee and shall be w tnessed
by any person duly authorized by the City Manager at
the time and place designated in the public notice of
the invitation to bids.

(2) Bids shall be read aloud and a tabul ation of all bids
recei ved shall be nade available for public inspection
after the opening of the bid.

(3) No late bids shall be accepted or opened if received
after the date and time specified in the public bid
notice. AlIl late bids shall be returned, unopened to
t he bidder or offeror.

Proposal opening.

When the request for proposals procedure is utilized, the
proposal s shall be opened at the tinme and pl ace desi gnated
in the public notice of the request for proposals. A
regi ster of proposals shall be prepared and maintained by
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()

(9)

(h)

t he Purchasing Adm nistrator containing the name of each
of feror.

Modi ficati on and wi t hdrawal of bids.

Bids may be nodified or wthdrawn by an appropriate
docunment duly executed and delivered to the office of the
Purchasing Adm nistrator at any time prior to the deadline
for submtting bids. A request for wthdrawal and
nmodi fication nust be in witing and signed by a person duly
authorized to do so, and in a case where signed by deputy
or subordinate, the principal's proper witten authority to
such deputy or subordi nate nmust acconpany the request for
wi t hdrawal or nodification. After expiration of the period
for receipt of bids, no bid my be w thdrawn or nodified.
If within twenty four (24) hours after bids are opened, any
bi dder files a duly signed witten notice with the City,
t hrough the office of the Purchasing Adm nistrator and
within five (5) calendar days thereafter denonstrates to
the satisfaction of the City, by clear and convincing
evi dence, that there was a material and substantial m stake
in the preparation of the bid or that the mstake is
clearly evident on the face of the bid docunment but the
intended correct bid is not simlarly evident, then the
bi dder may withdraw its bid. Thereafter, the bidder wil
be disqualified from further bidding on the subject
contract.

Modi fication to solicitati on docunents.

Any nodification of the invitation to bid or the request
for proposals made prior to the opening of the responses to
t hose solicitation docunments shall be by addenda provided
in witing to the sanme businesses to which the original
solicitation docunments were mailed or otherw se provided.

Bi d docunments beconme property of the City.

Al'l  bids and acconpanying docunentation received from
bi dders in response to the invitation to bid shall becone
the property of the City and will not be returned to the
bi dders. In the event of contract award, all docunentation
produced as part of the contract shall becone the exclusive
property of the City.
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(i)

Sec.

Rej ection of bids or proposals. The City may reject any
bid or proposal for any of the follow ng reasons:

(1) If the evidence submtted by the bidder or offeror or
if the investigation of such bidder or offeror fails
to satisfy the City that such bidder or offeror is
properly qualified to carry out the obligations and to
conplete the work contenpl ated therein.

(2) If there is reason to believe collusion exists anpong
bi dders or offerors.

(3) If the bid or proposal is not responsive, not properly
delivered, not properly signed or is unsigned, shows
serious om ssions, alterations in form additions not
called for, conditions or unauthorized alterations, or
irregularities of any kind. The City reserves the
right to waive such technical errors as may be deened
in the best interest of the City. (Od. No. 91-180,
Sec. 10, 1-21-92)

2-307. Award of Contract.

(a)

Conpetitive bid procedure.

The contract shall be awarded with reasonabl e pronptness to
the nost responsi ble bidder whose bid neets the
requirenments and criteria set forth in the invitation to
bi d except as otherw se provided herein.

(1) Tie bids.

a. If two (2) or nore bidders are tied, the tie may
be broken and the successful bidder selected by
the following criteria presented in order of
i nportance and consi deration.

1. Quality of the itens or services bid if such
quality is ascertainable.

2. Delivery tine if provided in the bid by the
bi dders.

3. Certification of a "Drug-Free Wrkplace
Progrant which neets criteria established in
Florida Statute Sec. 287.087.

4. Location of the vendor with the follow ng
award preferences:
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(b)

(c)

(d)

(e)

i. A Coral Springs vendor
ii. A Broward County vendor
iii. A Florida vendor

5. If the above criteria are inpossible to
determine with any reasonabl eness or do not
resolve the issue, the award will be given

to that bidder whose bid was received
earliest in time by the City as indicated by
the time clock stanp inpressed upon the bid
envel ope of each bi dder.

The City may suspend agreenents or awards of contract for a
period not to exceed thirty (30) days following a
determ nation by the City Manager that there has been a
mat eri al deviation by the nost responsible bidder fromthe
requirenments of this section. Any suspension of contract
shall be provided in witing to the affected vendor within
three (3) working days of such determ nation. The City
reserves the right to obtain the goods or services which
are the subject of the agreenent or contract fromalternate
sources during the suspension period. Al'l  contracts
approved by the City Comm ssion shall be canceled or
revoked only after specific City Comm ssion action.

Request for Proposals and Request for Letters of Interest
pr ocedur e.

The award shall be nade to the responsible offeror whose
proposal is determined in witing, to be the npst
advant ageous to the City taking into consideration, price
and the evaluation factors and criteria set forth in the
request for proposals. The City's contract files shall
contain the basis on which the award is made. (Ord. No. 91-
180, Sec. 11, 1-21-92)

Di scussion with responsible offerors and revisions to

proposal s. The Evaluation Committee shall conduct
di scussions with at least the two (2) best qualified
offerors. The scope of discussion shall include, but not

be limted to the qualifications of the offerors and any
addi tional information deenmed necessary by the Eval uation
Comm ttee.

The Evaluation Commttee nmay request, from the best
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qual ified of ferors, revi sed proposal s prior to
recomendati on of award of contract to the Cty Comm ssion.
Unl ess otherw se designated by the City Manager, the
Pur chasi ng Representative to the Evaluation Comrmittee shal
be responsible for negotiating prices and terms and
conditions with the assistance of the balance of the

comm ttee. If a Two-Party Agreenment is deened to be
necessary, the Purchasing Agent shall coordinate the
provision of all necessary information to the City

Attorney's Ofice for the drafting of the agreenent.

Sec. 2-308. Paynent and Perfornmance Bonds and | nsurance.

(a) When a contract is estinmated to exceed fifty thousand
dol l ars ($50, 000.00) for the construction of a public building,
for the prosecution and conpletion of a public work or for
repairs upon a public building, or other public work as provided
in Florida Statute Section 255.05, as anended, or when the
Purchasi ng Adm ni strator deens it to be reasonably necessary to
protect the best interests of the City, the follow ng bonds
shall be executed and delivered to the City's Purchasing
Division and shall beconme binding on the parties upon the
execution of the contract:

(1) A performance bond satisfactory to the City, executed
by a corporate surety authorized to do business in the
state of Florida as a surety in an anmount equal to one
hundred percent (100% of the price specified in the
contract and conditioned that the contractor shall
performthe contract in the tine and manner prescribed
in the contract; and

(2) A paynent bond satisfactory to the City, executed by a
corporate surety authorized to do business in the
state of Florida as a surety in an anount equal to one
hundred percent (100% of the price specified in the
contract and conditioned that the contractor shall
pronptly make paynents to all persons who supply
| abor, materials or compdities used directly or
indirectly in the performance of the work provided for
in the contract.

(3) In lieu of a performance bond and paynment bond the
City may accept cash, noney order, certified check
cashiers check, or irrevocable letter of credit in the
amount of 100% of the contract price. Such alternate
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form of security shall be for the same purpose and
shall be subject to the same conditions as a
performance bond and paynent bond.

(4) Authority to Require Additional Bonds. Not hing in
this section shall be construed to limt the authority
of the Purchasing Admnistrator to require a
performance bond or other security in addition to
those bonds in circunstances other than those
specified in this Policy.

(b) Insurance. The successful bidder shall be required to
obtain, at its own expense, all mnminimm insurance coverages
requi red under the terns of the bid docunents and contract and
to submt at a mnimum copies of all insurance certificates to
the City for approval. No work under the contract may be
commenced until the required insurance has been obtained and
proof of such insurance has been approved. (Ord. No. 91-180,
Sec. 13, 1-21-92; Ord. No. 92-117, Sec. 2, 3-17-92)

Sec. 2-309. Contracts for professional services.

Al'l contracts for professional services as that termis defined
in the Consultants Conpetitive Negotiations Act, Florida
Statutes 287.055 (1991), as anended fromtine to tine, shall be
awarded in accordance with the procedures set forth in that Act
and any City purchasing procedures adopted in furtherance of
t hat Act.

Section and negotiation commttees shall be created to eval uate
the qualifications and performance capabilities of offerors
responding to the solicitation for professional services, and to
conpetitively negotiate contracts therefor, in accordance with
the requirenments of the Consultants Conpetitive Negotiations
Act. The City Manager shall have the authority to appoint the
menbers of the selection and negotiation commttees for each
procurenent of professional services made pursuant to the
Consul tants Conpetitive Negotiations Act. (Ord. No. 91-180,
Sec. 13, 1-21-92; Ord. No. 92-117, Sec. 2, 3-17-92)

Sec. 2-310. Supplier's |ist.

The Purchasing Adm nistrator wll solicit sealed bids and
proposals from all responsible prospective suppliers who have
requested that their nanes be added to a "supplier's list" and
who have indicated the types of commodities and contractual
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services they can provide. The Purchasing Adm nistrator wil

mai ntain this listing, which will be organized by the trade or
profession indicated by the supplier. When commodities or
contractual services are needed, the City will send invitations

to bid or request for proposals to those on the supplier's Ilist
who have made known to the City that they can supply those types
of commodities and contractual services. Solicitation shall be
made by sending the listed suppliers a copy of the appropriate
newspaper notice or other such notice as will acquaint themwth
t he proposed purchase.

The Purchasing Adm nistrator may delete suppliers fromthis |ist
that do not maintain accurate business addresses with the
Purchasing Division or have had City contracts cancel ed for |ack
of acceptable performance. (Ord. No.91-180, Sec. 14, 1-21-92)

Sec. 2-311. Brand nane or equal specifications.

(a) Use. Brand nanme or equal specifications my be used when
t he Purchasing Agent determines in witing that:

(1) No other design or performance specification or
qual ified products list is avail abl e;

(2) Time does not permt the preparation of another form
of purchase description, not including a brand nane
specification;

(3) The nature of the product or the nature of the City's
requirements mkes use of a brand name or equal
specification suitable for the procurenent; or

(4) Use of a brand nanme or equal specification is in the
City's best interests.

(b) Designation of several brand nanes. Brand nanme or equa
specifications shall seek to designate at |east three (3), or as
many different brands as are practicable, as "or equal”
references and shall further state that substantially equival ent

products to those designated will be considered for award.

(c) Required characteristics. Unl ess the Purchasing
Adm ni strator determines in witing that the essential
characteristics of t he br and names i ncl uded in t he
specifications are commonly known in the industry or trade
brand nanme or equal specifications shall include a description
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of the particular desi gn, functional, or performance
characteristics which are required.

(d) Nonrestrictive use of brand name or equal specifications.
VWhere a brand nanme or equal specification is wused in a

solicitation, the solicitation shall contain explanatory
| anguage that the use of a brand name is for the purpose of
descri bi ng t he st andard of quality, perfor mance and

characteristics desired and is not intended to limt or restrict
conpetition. (Ord. No. 91-180, Sec. 15, 1-21-92)

Sec. 2-311.1. Brand nane specifications.

(a) Use. Since use of a brand nane specification is
restrictive of product conpetition, it may be used only when the
Purchasi ng Admi nistrator makes a witten determ nation that only
the identified brand name itemor itens will satisfy the City's
needs.

(b) Conpetition. The Purchasing Adm nistrator shall seek to
identify sources from which the designated brand name item or
items can be obtained and shall solicit such sources to achieve
what ever degree of price conpetition is practicable. If only
one source can supply the requirenent, the procurenent shall be
made under the sol e source procurenent provisions of Section 2-
305.1(1) of this Article. (Ord. No. 91-180, Sec. 16, 1-21-92)

Sec. 2-311.2. Acquisition or sale of real property, both
i nproved and uni nproved.

(a) The follow ng | and acquisition procedures shall be enpl oyed
whenever the City seeks to acquire, by purchase, any real

property.

(1) Prior to initiating any negotiations for the
acquisition of any real property with the property
owner, the City shall obtain a witten appraisal
performed by a state certified real estate appraiser
with an MAI designation. Two (2) appraisals are
requi red when the value of the first appraisal exceed
two hundred fifty thousand dollars ($250,000.00).
Apprai sers selected to apprai se real property pursuant
to this section shall, prior to contracting with the
City for appraisal services, submt an affidavit
substantiating that the appraiser has no vested or
fiduciary interest in the property which is the
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(2)

(3)

(4)

(5)

(6)

(b)

subj ect of the appraisal.

Appraisal reports, offers and counter-offers are
confidential and exenpt fromthe provisions of Florida
Statute 119.07(1) (Public Records Law) as provided in
Section 166.045, Florida Statutes (1991) as anended
fromtime to tine.

No negotiations mnmay be comenced or offer or
counteroffer made by the City for the acquisition by
purchase of real property w thout prior authorization
of the City Comm ssion.

Upon commencenent of negotiations, the City shall
inform the property owner, in witing, that all
agreenents for the purchase of real property are
subj ect to approval by the City Conm ssion.

Any agreenent by City to purchase real property shal
be submtted to the City Conm ssion for approval at a
public meeting after thirty (30) days' public notice.

Notice of the proposed purchase of real property
shall be published once a week for at least two (2)
weeks in a newspaper of general circulation in the
City.

Evi dence of marketable title in the form of title
i nsurance or an abstract of title with title opinion
shall be provided to the City, by the property owner
at the property owner's expense, not later than ten
(10) cal endar days prior to the public hearing.

The foll owi ng procedures shall be enpl oyed whenever the

City seeks to sell and convey any real property belonging to the

City:
(1)

Prior to advertising for bids for the purchase of
City-owned real property, the City shall obtain a
written appraisal perfornmed by a state certified real
estate appraiser with an MAI designation. Two (2)
apprai sals are required when the value of the first
apprai sal exceeds two hundred fifty thousand dollars
($250, 000) . Apprai sers selected to appraise real
property pursuant to this section shall, prior to
contracting with the City for appraisal services,
submt an affidavit substantiating that the appraiser
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(2)

(3)

(4)

(5)

has no vested or fiduciary interest in the property
which is the subject of the appraisal.

No sale of any real property valued by an appraiser in
excess of seventy-five thousand dollars ($75, 000.00)
shall be sold in whole or in part wthout a referendum
el ection authorizing its sale. The City Comm ssion
may, by ordinary vote, authorize the sale of real
property valued by an appraiser in the anmount of
seventy-five thousand dollars ($75,000.00) or |ess.

Public notice of the invitation to bid calling for
bids for the purchase of the subject real property
shall be published once a week for at |east two (2)
weeks in a newspaper of general circul ation.

The contract for purchase shall be awarded to the
hi ghest bi dder whose bid neets the requirenents and
criteria set forth in the invitation to bid and
instructions to bidders unless the City Comm ssion
rejects all bids because they are too | ow.

Bid security shall be required for all bids for the
purchase of City-owned real property in an anount
equal to ten (10) per cent of the highest appraisal
val ue of the property. (Ord. No. 91-180, Sec. 17, 1-
21-92; Ord. No. 92-148, Sec. 3, 11-3-92)
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SUPPLIER RATING GUIDELINES

The following guidelines are provided to assist in the review of supplier performance.
An accurate review will result in total point scores which best describe the supplier's
performance of contractual obligations and interest in a long term relationship with the

City.

UNACCEPTABLE: None or few quality factors in place. Efforts are

(0 - 59)

FAIR:
(60 - 79)

QUALIFIED:
(80 - 94)

OUTSTANDING:
(95 - 100)

decentralized and fragmented. Immediate improvement
required or termination of contract will result.

Marginal results. Centralized and somewhat consistent

effort. Supplier may be lacking in a particular category.
Not a good candidate for a continuing business relationship.

Clear signs that efforts to provide quality have been

generally successful. A good number of positive results
demonstrated. All basic requirements fulfilled. The minimum
amount accomplished to be fully satisfactory. A candidate for
continuation and extension of present contract with a possibility
of further growth towards "outstanding"”.

Significant positive results shown. All goals completely
achieved, with no exceptions, plus "extras" accomplished with
feedback for future improvements suggested by supplier. A
supplier with whom the City should establish a long term
relationship.

Differentiation between Qualified and Outstanding:

Qualified:

Outstanding:

All or virtually all requirements met and successful operations by
supplier are repeatedly positive and beneficial to City operations.

All of the above plus supplier has contributed to the efficiency and
effectiveness of City services through partnering with City staff.

NOTE: The comments/significant occurrences section may be re-used by the
Reviewer to record specific elements of contract performance, either
positive or negative, which have impact on the contract's effectiveness.
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SUPPLIER PERFORMANCE REVIEW

(SPR)
MAXIMUM  ASSIGNED
CATEGORY POINTS POINTS
A. QUALITY PERFORMANCE 35
1. SPECIFICATION COMPLIANCE ON A
CONSISTENT BASIS.
B. QUALITY RESPONSE 35
1. ANSWER PROMPTLY AND ACT ON
QUALITY PROBLEMS
2. IMMEDIATE CORRECTION OF ANY
AND ALL PROBLEMS
3. INTEREST IN QUALITY IMPROVEMENT
C. DELIVERY PERFORMANCE 20
1. TIMELINESS
2. SHIPPING ACCURACY
3. DELIVERY PAPERWORK AND INVOICING
D. SERVICE PERFORMANCE 10
1. EMERGENCY SERVICE
2. TECHNICAL SERVICE
3. INNOVATIVE COST REDUCTIONS
COMMENTS/SIGNIFICANT OCCURRENCES:
TOTAL POINTS ALL CATEGORIES 100

SIGNATURE:

Contract Administrator (Reviewer)
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PURCHASING AGENTS COMMENTS

ACTION TAKEN:

SIGNATURE:

Purchasing Agent

REVIEW FAXED OR MAILED TO SUPPLIER (DATE):
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DEPARTMENT OF FINANCIAL SERVICES

PURCHASING DIVISION

C? CITY OF UOMLCSWV FLORIDA
G

SUPPLIER COMMENTS & RECOMMENDATIONS

THE PURPOSE OF THIS DOCUMENT IS TO ALLOW THE CITY'S SUPPLIERS OF
GOODS AND SERVICES A FORMAT TO RESPOND TO THE CITY'S CONTRACT
QUALITY REVIEW AND EVALUATE THE CITY'S METHODS AND STANDARDS AS
THEY RELATE TO THE CONTRACT. THE CITY WISHES TO CREATE AN
ATMOSPHERE WHERE PARTNERSHIPS MAY BE DEVELOPED WITH SUPPLIERS
WHO DEMONSTRATE A WILLINGNESS TO WORK SUPPORTIVELY TO INCREASE
QUALITY TO THE CITIZENS OF CORAL SPRINGS, LOWER TOTAL SYSTEM COSTS
AND IMPROVE MUTUAL PRODUCTIVITY. THE CITY WISHES TO SEEK OUT AND
REWARD THESE SUPPLIERS THROUGH EXTENDED CONTRACTS, BUSINESS
GROWTH AND RECOGNITION OF QUALITY EFFORTS.

NAME OF SUPPLIER:

CONTRACT NAME:

CONTRACT NUMBER:

CONTRACT REVIEW PERIOD FROM: TO:

SUPPLIER REPRESENTATIVE:

DATE OF RESPONSE:

9551 West Sample Road - Coral Springs, Florida 33065
Phone (954) 344-1100 - Fax (954) 344-1186

www.coralsprings.org



SUPPLIER COMMENTS & RECOMMENDATIONS
PAGE 2

1. Has the City met its obligations, i.e. reasonable and timely request for goods and
services, access to delivery/work sites, a cooperative approach to solving
problems, timely payment of invoices, etc.?

2. With your experience in providing these goods and services, could you provide
any recommendations regarding improvements to the City's methods of
accomplishing its goals for this contract?

3. Are there opportunities within this contract for mutually beneficial changes that
would provide lower total system costs and sustain excellence in productivity and
quality for both your firm and the City?




SUPPLIER COMMENTS & RECOMMENDATIONS
PAGE 3

4. Do any of the contractual requirements appear to be unduly strict or unnecessary
from your point of view? If so, what recommendations would you make towards
modifying them in such a way that would improve the level of quality for both

parties?

5. What is your firms reaction to the contract quality review which was performed on
your contract with the City? Are there further issues which should be discussed
regarding this contract and the review?




SUPPLIER COMMENTS & RECOMMENDATIONS
PAGE 4

PURCHASING AGENTS COMMENTS

ACTION TAKEN:

SIGNATURE:

Purchasing Agent

REVIEW FAXED OR MAILED TO CONTRACT ADMINISTRATOR (DATE):




