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Foreword
It is the goal of the City of Crestview to fairly, equally, and impartially administer its
procurement program. In that effort, the City of Crestview’s Purchasing Manual has been
developed to act as a guide and to describe and explain the responsibilities of the City’s
purchasing and contracting program.
The Purchasing Manual contains instructions and describes the procedures to be utilized
in the daily administration and management of the procurement function. The manual has
been developed to serve as a framework whereby well-informed decisions can be made.
Due to the diversity of needs and requirements governing each type of purchase, not all
possibilities can be addressed in detail in this manual.
The guidelines set forth are for the guidance for all personnel who participate in the
actions and decisions relating to procurement to give them a more complete
understanding of purchasing policies, procedures, and practices.
Interpretation of the procedures outlined in this manual is the responsibility of the Finance
Director, subject to the guidance and supervision of the City Manager.
This manual is effective immediately upon issuance and supersedes all previously issued
purchasing manuals, instructions, or directives. The Purchasing Manual is subject to
periodic revision as an administrative policy subject to the final approval of the City
Manager or designee. The City encourages any suggestions to improve the effectiveness
of the purchasing process.
The terms “purchasing” and “procurement” are used interchangeably throughout this
document.
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1. INTRODUCTION
A. Mission
The mission of the Purchasing/Finance Department is to provide for fair and equitable
treatment of all persons involved in public 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.
B. Purpose
The purpose of this manual is to set forth and establish the City’s policies and procedures to be
used in the procurement of goods and services. This manual is not intended to address every
issue, exception, or contingency that may arise in the course of purchasing activities. The basic
standard that should always prevail is to exercise good judgment in the use and stewardship of
City resources.
C. General Statement
It is a goal of the City to develop and maintain a comprehensive and fiscally responsible
purchasing system. This system should provide greater cost effectiveness and public
accountability in the procurement process.
D. Scope
The policies and procedures outlined in this manual shall apply to all departments involved with
any procurement of goods and services for the City of Crestview and the Crestview Community
Redevelopment Agency (hereafter known as CRA). Throughout this manual, the word “City”
may be used to represent the City of Crestview and the CRA.
E. General Policies
1.

All elected and appointed officials of the City who participate in the solicitation and
approval of purchases and contracts are personally responsible for becoming familiar with
and abiding by all applicable State of Florida Statutes, City of Crestview Code and
purchasing policies and procedures in this manual governing such activities.

2.

City officials and staff should endeavor to receive maximum value for the public dollar and
to purchase in the best interest of the City.

3.

The City of Crestview Finance Director or their designee shall be the Purchasing Agent
for the City.

4.

It is the Finance Director or their designee’s responsibility to develop and maintain a
purchasing manual which shall provide for rules, regulations, and procedures for the
internal management and operation of procurement.

5.

The Finance Director or their designee, shall supervise the procurement of all supplies,
services, or other items as needed by the City; exercise supervision and control over
inventories of supply belonging to the City; and shall participate in the sale, trade,
donation, destruction, transfer, or otherwise dispose of surplus property.
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6.

It is City policy to effect maximum feasible standardization of products used within and
among departments in order to minimize stock levels and obtain better prices through
large volume purchases.

7.

All qualified bidders shall be afforded equal opportunities to quote and to compete on
equal terms.

8.

The City reserves the right to waive irregularities or technicalities, reject and/or accept
any and all bids, in whole or in part, or take such other action as serves the best interest
of the City.

9.

All contracts with the City shall be signed by the Mayor and the City Clerk in accordance
with the City Charter.

10. Agreements, task orders and purchase orders may be signed by the City Manager and
countersigned by the City Clerk when previously approved by City Council through the
budgeting process or other formal action.
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) List of Definitions

Addendum: A written change made, or questions answered for an ITB, RFQ, or
RFP by the City during the solicitation phase of the particular competitive procurement
process.

Administrative Regulations and Internal Procedures of Purchasing: Those
appropriately promulgated directives having general or specific applicability, and which are
designed to implement or interpret policy or describe organization, procedure or practice
requirements.

Agreement: The bargain of the parties in fact, as found in their language or by
implication from other circumstances including a course of dealing, usage of trade or during
performance. The legal consequences of an Agreement are determined by the provisions of
the Uniform Commercial Code of Florida or the common law of contracts, whichever is
applicable.

Amendment: A written modification to an existing purchase order or contract
formally executed by the parties thereto in accordance with applicable terms and conditions.
Normally, an Amendment is used to revise the Procurement’s quantity or price, though
notably an Amendment may include an extension of time to complete the contract or other
substantive changes to the parties’ Agreement.

Bid: A vendor’s formal written offer of a price to furnish specific goods and/or
services to the City in response to an Invitation Toto Bid.

Bid Award: A formal acknowledgment of acceptance of a bid as the basis for a
procurement contract, funds for which have lawfully been appropriated by the City Council.

Business: Any corporation, partnership, individual, sole proprietorship, joint stock
company, joint venture or any other private legal entity.

CCNA: The “Consultants Competitive Negotiation Act,” §287.055, Florida Statutes,
as the same may be amended from time to time by the Florida Legislature.

Capital Item: Expenditures in excess of $10,000 for the acquisition of fixed assets.
Capital Items include land, buildings, machinery, equipment, furniture and improvements to
infrastructure.

Change Order: A modification, deletion or addition to an executed contract. To be
effective a Change Order must be signed by both parties. The City Manager is authorized
to sign all change orders for the City.

City Council: City Council is comprised of five elected members who each serve
four-year terms. The regular annual election of the City council shall be on the first Tuesday
following the first Monday in November in even number years. The terms of council
members shall be staggered four-year terms, with three members elected at one election
and two members elected at the next election. Elections are nonpartisan and at-large

&RGHRI6LOHQFH7KHSURKLELWLQJRIDQ\FRPPXQLFDWLRQUHJDUGLQJD5)3RU5)4
EHWZHHQDSRWHQWLDORIIHURUVHUYLFHSURYLGHUELGGHURUFRQVXOWDQWDQGDQ\PHPEHURIWKH
HYDOXDWLRQFRPPLWWHH7KHHYDOXDWLRQFRPPLWWHHDUHDOVREDQQHGIURPFRPPXQLFDWLQJ
ZLWKRQHDQRWKHULQDQ\PDQQHUUHODWHGWRWKH5)3RU5)4&RPPLWWHHPHPEHUVDUH
DOORZHGWRFRQYHUVHSULYDWHO\ZLWKWKH&LW\&OHUNDFWLQJDVWKHPRGHUDWRU
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&RPSHWLWLYH6ROLFLWDWLRQ7KHSURFHVVRIUHTXHVWLQJDQGUHFHLYLQJVHDOHGELGV
SURSRVDOVRUUHSOLHVLQDFFRUGDQFHZLWKWKHWHUPVRIDFRPSHWLWLYHSURFHVVUHJDUGOHVVRI
WKHPHWKRGRISURFXUHPHQWLQFOXGLQJEXWQRWOLPLWHGWR,QYLWDWLRQVWR%LG5HTXHVWVIRU
3URSRVDODQG5HTXHVWVIRU4XDOLILFDWLRQV

Construction: The process of constructing a building, structure, road or drainage
utilities; altering, repairing, improving or demolishing any structure or building; or other
improvements of any kind.

Consultant Services: Any narrow discipline wherein a known practitioner has,
through education and experience, developed expert advisory and programmed skills as a
vocation; any service performed primarily by vocational personnel which requires the
analysis or certification of a professional before the services are acceptable to the user of
the service; or, any other advisory, study or programming activity. The City Manager may
determine, in writing, that the level of skills and/or creativity of the potential or known
practitioner(s) warrants procurement in lieu of a competitive bid or quotation process. For
the purposes of this manual, the term Consultant Services does not include those services
defined as “professional services” in §287.055(2)(a), Florida Statutes.

Continuing Services Contract: A “continuing contract” is a contract for
professional services entered into in accordance with all the procedures of § 287.055, Florida
Statutes, between an agency and a firm whereby the firm provides professional services to
the agency for projects in which the estimated construction cost of each individual project
under the contract does not exceed $2 million; for study activity if the fee for professional
services for each individual study under the contract does not exceed $200,000; or for work
of a specified nature as outlined in the contract required by the agency, with the contract
being for a fixed term or with no time limitation except that the contract must provide a
termination clause. Firms providing professional services under continuing contracts shall
not be required to bid against one another.

Contract: (a) A deliberate verbal or written agreement that is established between
two or more competent parties to perform or not perform a specific act or acts; or (b) any
type of agreement, regardless of what it is called, for the procurement or disposal of goods,
services or construction, usually for exchange of goods or services for money or other
consideration.


Contractor: Any person having a contract with the City of Crestview.


Demolition: Removal or destruction of a structure and appurtenances thereto, a
road, a drainage utility or any combination thereof.

Design-Build Firm: A partnership, corporation or other legal entity certified as a
“design- build firm” pursuant to §287.055Florida Statutes.

Design-Build Professional: Any individual, firm, partnership, corporation,
association or other legal entity permitted by law to practice architecture, engineering or land
surveying in the State of Florida.

Design-Build Services: The requirement for which a single contract with a designbuild firm is entered into for the design and construction of a Capital Improvement
Construction Project.

Design Criteria Package: Concise performance-oriented
specifications of a Capital Improvement Construction Project.
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Disadvantaged Business Enterprise (DBEs): For-profit small business concerns
where socially and economically disadvantaged individuals own at least a 51% interest and
also control management and daily business operations. African Americans, Hispanics,
Native Americans, Asian-Pacific and Subcontinent Asian Americans, and women are presumed
to be socially and economically disadvantaged. Other individuals can also qualify
as socially and economically disadvantaged on a case-by-case basis.

Emergency Purchases: A procurement that is made in response to an immediate
requirement when the delay to complying with all governing rules, regulations and
procedures would be detrimental to the health, safety and welfare of the City and/or its citizens.


Employee: A person employed by the City of Crestview.


Evaluation Committee: A committee comprised of staffRUUHOHYDQWRXWVLGHVRXUFH toreview
proposals with the purposeRIPDNLQJUHFRPPHQGDWLRQVWRWKHDSSURSULDWHSDUWLHV

Finance Director: The employee responsible for adherence to federal, state, county
and local municipal purchasing ordinances, statutes and resolutions, primarily responsible
for managing the revenue and cash flow of the agency, banking, collection, receipt, reporting,
custody investment or disbursement or municipal funds.


Goods: Any tangible property other than services or real property


,QYHUWHG3XUFKDVH2UGHU$QLQYHUWHGSXUFKDVHRUGHULVXWLOL]HGZKHQWKH&LW\LVHQJDJHGLQ
DQRQJRLQJFRQWUDFWIRUDSURMHFWRUVHUYLFHXWLOLWLHVFHOOXODUVHUYLFHRUSURIHVVLRQDOIHHV7KH\ZLOOEH
XVHGIRUDOOFRQWUDFWVWKDWKDYHSURJUHVVSD\PHQWVRQJRLQJVHUYLFHDJUHHPHQWVXWLOLW\SD\PHQWVRU
DQ\ZKHUHIXQGLQJIRUDSDUWLFXODUJRRGRUVHUYLFHVKRXOGEHHQFXPEHUHGZKHQWKHFRQWUDFWLVLQLWLDOO\
VLJQHG,QYHUWHGSXUFKDVHRUGHUVDUHQRWOLPLWHGWRWKRVHOLVWHGDERYH,IXQFHUWDLQW\H[LVWSOHDVH
FRQWDFWWKH)LQDQFH'HSDUWPHQW

Invitation to Bid (“ITB”): The solicitation document that is used for competitive
sealed bidding for procurement of construction, goods and/or services for the City.


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


Local Business: Any business having a physical location within the jurisdiction of The City of
Crestview and/or Okaloosa County, at which employees are located and from where business is
regularly transacted.


Manager: The City Manager or designee.



May: Denotes the permissive.



Must: Denotes the imperative.


2SHQ3XUFKDVH2UGHU$VZLWKDSXUFKDVHRUGHUDQRSHQSXUFKDVHRUGHULVDVRXUFH
GRFXPHQWXVHGWRSODQDQRUGHUIRUJRRGVZLWKDYHQGRURUVXSSOLHU2SHQSXUFKDVHRUGHUVDUH
SULPDULO\IRUFHUWDLQVXSSOLHVIRUWKHVDPHYHQGRURQDUHFXUULQJEDVLV2SHQSXUFKDVHRUGHUVZLOO
SURYLGHDQRSSRUWXQLW\IRUHPSOR\HHVLQWKHILHOGWRJHWPDWHULDOVWKDWDUHQHFHVVDU\IRUGDLO\
RSHUDWLRQV

Originating Department/Division:9 The department/division within the City
government that requests and utilizes goods and/or services, which are purchased
according to the Procurement Manual.
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Proposal: An executed formal document submitted by an offeror to the City statingthe
good(s) and/or service(s) offered to satisfy the need as requested in the Request for
Proposal.


Purchase: The same as 3URFXUHPHQW, as defined herein.


Purchase Order: A source document used to place an order with a vendor or supplier.
In other words, this is the contract that a buyer drafts to purchase goods from a seller.

Purchase Requisition Form: The City’s internal form used to document
authorization of a purchase.

3XUFKDVLQJ&RRUGLQDWRU3XUFKDVLQJ&RRUGLQDWRUVDUHWKHSULPDU\UHTXLVLWLRQHU
GHVLJQDWHGIRUHDFKGHSDUWPHQW7KH\DUHUHVSRQVLEOHIRUWKHVPRRWKRSHUDWLRQRIWKHLU
GHSDUWPHQWVUHTXLVLWLRQSURFHVV7KH\DOVRVHUYHDVWKHPDLQSRLQWRIFRQWDFWZLWKLQWKH
GHSDUWPHQWWRSURYLGHDVVLVWDQFHZLWKLVVXHVWKDWPD\DULVHWKURXJKWKHUHTXLVLWLRQSXUFKDVLQJ
SURFHVV(DFKSXUFKDVLQJFRRUGLQDWRUZLOOKDYHDWOHDVWRQHEDFNXSUHTXLVLWLRQHU

Quotation: Any oral or written informal offer made by a vendor for furnishing to theCity
specific goods, services, or both at a stated price.

Request For Proposal (RFP): A solicitation of responses for goods and/or servicesfor
which the scope of work, specifications or contractual terms and conditions cannot
reasonably be closely defined. Evaluation of proposal is based on stated criteria and shall
denote the relative importance of all evaluation factors; other factors may be considered as
stated in the RFP.

Request For Qualifications (RFQ): A solicitation of responses for either
professional or non-professional services. Evaluation of responses is based on the
respondent’s qualifications in relation to the scope of work and or other factors as stated inthe
solicitation. RFQ procedures are the same as RFP procedures unless the services
requested fall under CCNA guidelines (§ 287.055, Florida Statutes).

Request For Quotation (RFQT): An informal request, either oral or written, to solicit
prices for specific goods, services or both.

Responsible Bidder, Offeror, Quoter, or Respondent: A business that has
submitted a bid, offer, proposal, quotation or response that the City determines, in all
respects, is capable of performing fully the contract requirements with integrity, reliability and
giving reasonable assurance of good faith and performance.

Responsive Bidder, Offeror, Quoter, or Respondent: A business that has
submitted a bid, offer, proposal, quotation or response which conforms to all material
aspects of the solicitation, as determined by the City.

Services: The furnishing of labor, time and/or effort by professionals or contractors,
wherein the submission of goods or other specific end products (other than reports, studies,
plans, advisories, contractual documents or other documents relating to the required
performance) are incidental or secondary. The term Services does not include an
employment agreement or collective bargaining agreement.


Shall: Denotes the imperative.


Sole Source: The only existing source
of an item which meets the needs of the user
10
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Specifications: A concise statement of a set of requirements to be satisfied by a
product, material or process used in an Invitation for Bid or Request for Quotation to
describe the goods and/or services to be purchased or otherwise acquired.

6WRFN5HTXLVLWLRQ$VWRFNUHTXLVLWLRQLVDGRFXPHQWWKDWUHTXHVWVDQLWHPRU
LWHPVWKDWDUHVWRUHGLQLQYHQWRU\,WDOORZVHPSOR\HHVWRPDNHDUHTXHVWIRULWHPVVXFKDV
SDSHUSHQVSDSHUWRZHOVFKDLQVDZEODGHVHWF

Team: A group of members established by any department for the purpose of
conducting negotiations as part of a competitive solicitation. A team may also be referred to
as a Selection Committee.


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


Work Authorization Form: Document that is utilized by the City to initiate work
projects with a vendor under a previously approved and current continuing services
agreement.
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2. DUTIES & RESPONSIBILITIES
A. City Clerk Responsibilities
1.

Review drafted specifications for formal bids.

2.
Determine Dates/Times for advertising and submissions for bids and ensure compliance
to all Statutory requirements.
3.
Provide contract administration and act as custodian of all contracts as the Custodian
of Public Records.
4.
Assist the City Manager to resolve, monitor and negotiate contract disputes regarding
contract compliance.
5.

Be familiar with all requirements of the Purchasing Manual.

12

Revised July 2, 2021

B. Finance Director Responsibilities
The Finance Director is responsible for establishing purchasing policies/guidelines and
coordinating the purchasing procedures for the City.
The Finance Director or their designee will determine if any purchases fall outside these
established policies/guidelines.
The Finance Director or their designee shall:
1.
Develop purchasing objectives, policies, programs and procedures for the
acquisition of materials, equipment, supplies, and services.
2.

Coordinate and assist with purchasing procedures of departments.

3.

Consolidate the purchase of like or common items or services.

4.
Ensure all purchases are made in accordance with Federal, State and City laws
and regulations.
5.
Provide an understanding of sound purchasing policy and procedures throughout
all departments of the City
6.
Work with the originating department to ensure the product or services meets the
requirements of the department and is the best value to the City.
7.
Write manuals, provide training, and be a resource to all departments in meeting
their purchasing needs.
8.

Establish and maintain good relationships with Vendors.

9.

Inform department staffs of market changes, new products, and other such factors.

10.
Provide an understanding of sound purchasing policy and procedures throughout
all departments of the city
11.
Exchange ideas and information with other public purchasing agencies in an effort
to utilize best practices in the procurement process.
12.
Develop standardized specifications for use by all departments, improve the
purchasing practices, understand piggyback procedures and apply them where feasible.
13.

Have a thorough legal understanding of procurement laws and practices.

14.
Establish and maintain active communication with all City departments in order to
meet their purchasing requirements.
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C. Requesting Department’s Responsibilities
1.
Initiate purchases, as outlined in this manual, allowing sufficient lead time to
process the order and the vendor to deliver goods or services.
2.

Follow the City’s purchasing policies as outlined.

3.
Prepare clear and unrestrictive technical specifications when needed for products
or services.
4.
Review bid tabulation sheets and submitted proposals to determine the
department’s recommendation for award.
5.
Send complete and proper specifications for bid solicitation, or proper
documentation to waive competitive bidding when exercising an option to “piggyback,”
declaring sole/single source procurement or to deal with emergencies.
6.

Promptly inform the Finance Director of any contract compliance issues.
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D. Ethics and the Procurement Process
The City of Crestview and the Finance Director subscribe to the Florida State Statutes’ Code
of Ethics: 112.313. Furthermore, the Finance Director promotes the published and established
Code of Ethics as adopted by the National Institute of Governmental Purchasing Officers (NIGP)
and the Florida Association of Public Procurement Officials, Inc. (FAPPO).
All City employees involved in any part of the procurement process are required to act in an
ethical manner. No officer or employee of the City shall have any personal beneficial interest,
either directly or indirectly, in any expenditure, purchase, sale (not including items auctioned by
the City) or contract for items, equipment, supplies, commodities, or services made by the City.
Additionally, they shall not have personal or financial interest in any firm, corporation, or
association furnishing or bidding on such purchase, sales, contract, or services.
No employee, city management, or official, acting as agent for the City, shall directly or
indirectly, purchase, rent, or lease any supply or service from a business entity in which he/she
or his/her immediate relative owns a material interest. A public officer or employee acting in a
private capacity may not rent, lease, or sell any supply or service to the City.
The City of Crestview is governed by the Government in the Sunshine, Chapter 286 and 119
of the Florida Statutes. The records held by the Clerk’s Office and all Department records are public
and can be examined by the public upon request.
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 PURCHASING METHODS
$ Purchasing Card
7KHSULPDU\SXUSRVHRIWKHSXUFKDVLQJFDUGLVWRSURYLGH&LW\GHSDUWPHQWVWKHDELOLW\WR
VWUHDPOLQHWUDYHODQGDFFRPPRGDWLRQVUHODWHGWRWUDYHO2QRFFDVLRQDQHHGRXWVLGHRIWUDYHO
PD\DULVHWKDWZRXOGUHTXLUHWKHXVHRIWKHSXUFKDVLQJFDUG6RPHH[DPSOHVPD\EHDQ
LPPHGLDWHRUXUJHQWQHHGGXHVDQGVXEVFULSWLRQVZKHUHFUHGLWFDUGUHFHLSWLVWKHRQO\SD\PHQW
RSWLRQDYDLODEOHRUHGXFDWLRQDOW\SHQHHGV7RIDFLOLWDWHVXFKWUDQVDFWLRQVHDFKGLUHFWRUZLOO
KDYHLQWKHLUSRVVHVVLRQDSXUFKDVLQJFDUGGHVLJQDWHGWRWKHP7KHGHSDUWPHQW VGLUHFWRU
ZLOOKDYHVSHQGLQJDXWKRULW\XSWRIRUDVLQJOHSXUFKDVHEXWQRWWRH[FHHGDPRQWKO\
WRWDORI ,WLVWKHLQWHQWIRUGHSDUWPHQWVWRXVHWKH32V\VWHPZKHQDFLW\KDVDQ
DFFRXQWZLWKDSDUWLFXODUYHQGRUWKHSXUFKDVLQJFDUGVKRXOGEHRQO\LQWKHHYHQWRILPPHGLDWH
RUXUJHQWQHHGRUZKHQWKHVSHFLILFVRIDSXUFKDVHFDQQRWEHGHWHUPLQHGEHIRUHKDQG$WWKH
FORVHRIHDFKPRQWKWKHGHVLJQDWHGSXUFKDVLQJFRRUGLQDWRUZLOOEHUHVSRQVLEOHIRUUHFRQFLOLQJ
WKHPRQWK VDFWLYLW\DQGVXEPLWWLQJWRWKHILQDQFHGHSDUWPHQWZLWKLQWZRGD\VRIUHFHLYLQJWKH
PRQWKO\VWDWHPHQW

% Purchase Requisition
A purchase requisition is to be used for ALL purchased for the City of Crestview and the
CRA. Procedures for the purchase requisitions are outlined in this purchasing manual.
& Emergency Purchase
An “Emergency” is defined as a situation brought about by a sudden unexpected turn of
events or any circumstance or cause beyond the control of the City in the normal conduct ofits
business. An emergency purchase is made to alleviate a situation where there is a threatto
health, welfare, injury, or loss to the City that can only be rectified by immediate purchaseof
equipment, supplies, materials or services.An “emergency purchase” must fit the
circumstances noted above and requires suchcompetition as is practicable under the
circumstances. Poor planning and inadequate management are not “emergencies” and
cannot be treated as such. Purchases of this naturemay be expedited, but still do not justify
“emergency” status.$QHPHUJHQF\VLWXDWLRQWKDWUHTXLUHVDVHUYLFHFDOOVKRXOGQRWH[FHHG
5HODWHGTXRWHLQIRUPDWLRQVKRXOGEHHQWHUHGWKURXJKWKHQRUPDOUHTXLVLWLRQSURFHVV
' 2SHQ3XUFKDVH2UGHU
$VRXUFHGRFXPHQWXVHGWRSODFHDQRUGHUIRUJRRGVZLWKDYHQGRURUVXSSOLHU3ULPDULO\
XWLOL]HGIRUFHUWDLQVXSSOLHVZLWKWKHVDPHYHQGRURQDUHFXUULQJEDVLV6LQJOHSXUFKDVHVDUH
QRWWRH[FHHG(DFKGHSDUWPHQW VSXUFKDVLQJFRRGLQDWRULVUHVSRQVLEOHIRU
PDLQWDLQLQJDGHTXDWHUHFRUGVIRUSXUSRVHVRIUHFRQFLOLQJDWPRQWKHQG5HFRQFLOLDWLRQVKRXOG
EHFRPSOHWHGDQGVXEPLWWHGWRWKHILQDQFHGHSDUWPHQWZLWKLQWZRGD\VRIWKHPRQWKHQG
( ,QYHUWHG3XUFKDVH2UGHU6RXUFHGRFXPHQWXVHGZKHQWKH&LW\LVHQJDJHGLQDQRQJRLQJ
FRQWUDFWIRUDSURMHFWRUVHUYLFHXWLOLWLHVFHOOXDUVHULYFHRUSURIHVVLRQDOIHHV7KH\ZLOOEHXVHG
IRUDOOFRQWUDFWVWKDWKDYHSURJUHVVSD\PHQWVRQJRLQJVHUYLFHDJUHHPHQWVXWLOLW\SD\PHQWVRU
DQ\ZKHUHIXQGLQJIRUDSDUWLFXODUJRRGRUVHUYLFHVKRXOGEHHQFXPEHUHGZKHQWKHFRQWUDFWLV
16
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).Price Quotes
With the exceptions of purchases exempt from competitive bids, all purchases
between $1,000 and $15,001 require the opportunity for competition be given to
vendors. Quote forms are available in Appendix.
Competitive quotes are to be obtained by the requesting departments as follows;

For purchases of $1,000 to $7,500 a minimum of three (3) or more quotes are
required. These quotes can be obtained through verbal or written methods and must be
documented.

For purchases of $7,501 to $15,001 a minimum of three (3) or more written
quotesprovided by the vendor are required. The quotes will be obtained independent of
each otherand may be obtained electronically. Staff will not share quotes with the
competing bidders.If less than three (3) quotes are received, the department must record
all agencies wherequotes were requested and obtain approval from the Finance Director
prior to proceeding.A copy of each competitive quote should be uploaded to the purchase
requisition.

17
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* Formal Bid
With the exceptions of purchases exempt from competitive bids, all purchases above $15,001 or
continuing service contracts require the opportunity for competition through formal Bid solicitation
conducted by the user department in coordination with the City Clerk’s Office.
+ Bid (RFB / ITB) Request for Bid / Invitation to Bid
This method for purchases of goods and/or supplies that exceed $15,001 is the most preferred
formal bid method and is used when specifications are clear and pricing is the predominant
deciding factor.
Sealed bids allow a maximum degree of competition among a number of suppliers offering similar
products. As a result, prices obtained are generally considerably lower than standard “list” pricing.
Sealed bids require considerable effort in the preparation of their terms, conditions, and
specifications.
, Sealed Proposal (RFP) Request for Proposal
This formal method of procurement for purchases of goods and/or supplies that exceed
$15,001DQGZKHUHWKHPHDQVDQGPHWKRGVDUHQRWVSHFLILHG is used when competitive
IRUPDObidding (RFB) is not practical.
Formal proposals differ from formal bids in the nature of their intent. Bids will usually supply,
in detail, the nature and specifications of the goods or services desired. The requesting
department has generally provided this data. Proposals, however, will specify the nature of a
requirement that needs to be met. Often, the means of satisfying this requirement is unknown
to the requesting department. Therefore, the appropriate department will request that vendors
submit their proposals for accomplishing a specific goal. These proposals will be diverse relative to
approach, means, and cost. As with a sealed bid, to ensure the maximum degree of competition
a sealed proposal will be subject to a competitive evaluation process.
Formal proposals are best used when the objective is vague or lacking in detail; or when the
vendor’s knowledge of his field may provide innovative and economical solutions.
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+ -Acquisition of Professional Services – Request for Qualifications (RFQ)



The provisions of Section 3 of this Policy, unless required by law or contract, shall not
apply to the procurement of professional or technical services, but the Finance Director, or
the Finance Director's designee, shall determine the scope of the services required and
may, at the Finance Director's option, require the submission of proposals prior to engaging
such services. For the purposes of this Policy, "professional or technical services" means
those services requiring specialized knowledge, education, skill or expertise and where the
qualifications of the person(s) rendering the services are of primary importance.
Professional and technical services shall include, but not be limited to, services provided by
architects, attorneys, accountants, construction and project managers, dentists, design
professionals, engineers, geologists, physicians, nurses, psychologists, teachers,
veterinarians and health care providers, which provide a combination of professional and
paraprofessional services or any other professions and services defined as professional
services by state law.

No person or firm practicing in a professional or technical field for which a license is
required by state law shall be engaged by the City unless possessing a current license in
good standing.
3.
Upon engagement the City shall enter into a written agreement or memorandum of
understanding for the performance of the services for which engaged, setting forth the scope
of services and the unit or total price therefore.(d) Professional and technical services shall
be procured in accordance with federal or state law whenever applicable.
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. State Contracts and Other Government Agency Contracts – (Piggybacking)
State, Government Agency, and other organization’s contracts have already been competitively
bid; therefore, the need to bid is satisfied for purchases of this nature. This method of purchase
is commonly known as “piggybacking” and is particularly desirable if time is a constraint or if the
chances for obtaining better prices from other sources is poor. Utilization of these sources waives
the requirement for a formal competitive bid. The requesting department will be required to
demonstrate that a competitive bidding process was used in the initial selection process. The
Finance Director will have the final say in determining if the selection process was consistent with
the desired outcome of the section 3.
/ Sole Source/Sole Provider Purchase
Sole source or a single source purchase is defined as being non-competitive in price or
availability and may be exempt from the competitive solicitation requirements. Examples might
be purchasing from a manufacturer’s sole sales agency or purchase of a particular brand of
computer equipment because it is exclusively compatible with the network computer.
In cases of purchases over $2,000, approval of City Council shall be required. Caution should
be exercised when requesting “sole source” approval from City Council for a purchase. In many
cases, other sources exist for a given item, and these must be investigated by the using
department and/or Finance Director before committing to “sole source.”
The using department must provide reasonable documentation for providing sole source status.
Providing a patent number or other information indicating they are the only suppliers in the area
may satisfy this requirement.

20

Revised July 2, 2021

. 0Check Request
The Check Request is a standard form used to authorize staff to make payment for purchase of
goods and/or services that is excluded from general purchasing requirements. These exclusions
include certain payments to vendors or reimbursements as listed below: Check Request form
provided in Appendix.
x
x
x
x

Per Diem Request
Recording Fees
Refunds
Other items as approved by the Finance Department.

1. Petty Cash (to be utilized only for the following items in amounts less than $20)
All Petty Cash purchases should be for immediate needs only.
x Postage
Small Office/Operating Supplies
Before processing a check or petty cash request, be sure to review other purchasing methods
to ensure purchasing policies and procedures are followed. A check or petty cash request may
not be used to circumvent established purchasing policies and procedures. Such request is an
unauthorized purchase and the City is not bound for payment. Contact the Finance Department
if you have any questions regarding the types of items that can be processed on a Check Request
form or be reimbursed from Petty Cash.
2 ([FHSWLRQVWR3XUFKDVLQJ$SSURYDOVDQG$XWKRUL]DWLRQ5HTXLUHPHQWV
v /RFDOXWLOLW\VHUYLFHVIRU&LW\RZQHGDQGRSHUDWHGIDFLOLWLHVUHFHLYLQJ)LQDQFH'LUHFWRU
DSSURYDO
v %XGJHWHGFRPSXWHUKDUGZDUHDQGUHODWHGHTXLSPHQWSXUFKDVHVUHFHLYLQJ
$GPLQLVWUDWLYH6HUYLFHV'LUHFWRUDSSURYDO
v %XGJHWHGOLEUDU\ERRNSXUFKDVHVLQFOXGLQJDXGLRGYG VHWF
v 6WUHHWUHVXUIDFLQJSDYLQJVLGHZDONSXUFKDVHVDVZDVDSSURYHGLQWKHDQQXDO
EXGJHWDQGIRUZKLFKWKH)LQDQFH'LUHFWRUDSSURYDOKDVEHHQREWDLQHG
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4. GENERAL GUIDELINES
This section provides an introduction to the general policy, guidelines, and/or rules for the purchasing
process. Subsequent sections provide those procedures and methods to be utilized to carry out this
policy.
The City Manager, as authorized by the City Council, has delegated to the Finance Director the
authority to procure materials and services for the City of Crestview that are within the guidelines set
forth by the City Council.
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A. Purchasing Categories
The purchase process is controlled by two components: (1) dollar amount
and (2) approving authority. Dollar Amount categories apply to the total amount to
be purchased and/or the total amount to be expended over an
initial contract term. Purchase approval thresholds apply to the established
level of approving authority (i.e. Department Head, Finance Director,
City Manager, or City Council).
Level 1 – Purchases up to $1,000
Quote Requirement: Telephone, fax, internet, or in-person quotation suggested.
Approval: Department Head or designee.
Level 2 – Purchases for $1,001 to $7,500
Quote Requirement: Shall be a minimum of three (3) verbal quotes
(Verbal, Telephone, Written, or Electronic) indicating vendor, contact information and
price.
Approval: Department Head
Level 3 – Purchases for $7,501 to $15,000
Quote Requirement: Shall be three (3) documented written
quotes; Approval: Department Head, Finance Director
7KH)LQDQFH'LUHFWRUUHVHUYHVWKHULJKWWRYHULI\TXRWHVDQGSULFLQJLQIRUPDWLRQDQG
FKHFNWRGHWHUPLQHZKHWKHUGHOLYHU\FKDUJHVKDYHEHHQLQFOXGHGDQGRUVHHNIXUWKHU
FRPSHWLWLRQ,IWKHUHLVDQ\GRXEWDERXWDXWKRUL]DWLRQWKH&LW\0DQDJHUKDVILQDO
DSSURYDO
Level 4 – Purchases for $15,001 to $25,000
Bid Requirement: Formal %LG 6olicitation by end-user department through
coordination Approval: Department Head, Finance Director, City Manager
Level 5 Purchases over $25,000
Bid Requirement: Formal %LG6olicitation by end-user department through
coordination Approval: Department Head, Finance Director, City Manager, City Council
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B. Unauthorized Purchases
Except for emergencies or other authorized exemptions stated in these guidelines, no purchase
of supplies, services, or equipment shall be made without authorization as described within this
manual.
No representative of the City shall enter into a verbal agreement or make any arrangements until
final approval is granted. In the event that an unauthorized purchase is made, the following may
apply: (1) such purchases are void and not considered an obligation of the City, and (2) the person
ordering the unauthorized purchase may be held personally liable for the costs of the purchase
or contract.
Unless specifically approved in writing by the City Manager, no employee may purchase City
property for his / her own personal use unless it is purchased through the City’s public auction or
through sealed bid procedures of the City. This includes new and used equipment, materials, or
supplies.
No employee may use the purchase power of the City of Crestview to make private purchases;
in addition, employees should not have private purchases sent to the City C.O.D. to be paid for
by the employee.
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C. Prohibition against Subdivision
No contract or purchase shall be subdivided to avoid the requirements of the Purchasing Manual
or City Code.
Delegated procurement authority is based on the total cost of goods and/or service. Splitting an
order so that the total cost is within one’s spending authority is prohibited.
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D. Tax Exempt Status
The City of Crestview is exempt from Federal, State, and Local taxes except in certain prescribed
cases.
An exemption certificate is available from the Finance Department and should be furnished to any
of the City’s suppliers upon request.
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5. PURCHASE REQUISITION
A. Purchase Requisition
No City employee has the authority to purchase or commit public funds toward the purchase
of commodities or services without first complying with the appropriate requisition and
procurement procedures. In the event that an emergency purchase must be made, the
approval must be secured from the Finance Director prior to purchase. Purchase Requisitions
will not be approved “after the fact” without sufficient justification and explanation, at the
Finance Director’s discretion. Employees who violate this policy will be subject to disciplinary
action.
Any request for procurement shall start with a properly prepared purchase requisition by
the originating department. Requisitions must be completely filled out with the proper
information, required quotes, documentation, attachments, and approvals. Without this
information, the requisition will be rejected and returned to the originating department.
Requisitions in excess of budgeted amounts must be accompanied with a budget transfer
request to resolve the shortfall.
The Finance Director may waive the requirement for quotes below the mandatory bid
threshold, if determined to be in the best interest of the City.
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B. Emergency Purchase Requisition
When an emergency exists, the originating department shall prepare in full a Request for Emergency
Procurement form. The Finance Director will verify compliance and approve all such purchases up to and
including $15,000. More than $15,000 and up to and including $25,000 the City Manager may approve.
Amounts above $25,000 the City Manager may approve; however, this must be reported to City Council as
soon as practical.
The originating Department Head is now authorized to proceed in a prudent manor to bring the emergency
procurement to a close. If the emergency warrants, the sequence of events as described may be altered
with the prior permission of the Finance Director and/or City Manager.
When an emergency exists, After Normal Working Hours, the Department Head shall exercise his or her
judgement as to the justification for making an emergency procurement.
If justified, the Department shall follow all of the emergency procedures listed in the above paragraph and
deliver the documentation the next working day to the Finance Director.
In the event that the City Council declares a "state of local emergency," the means of which to be followed for
procuring goods and services will be processed via disaster procurement under the direction of the City
Manager. The procedures for procurement of supplies, services, or construction will be waived where the
urgency is to protect the safety and welfare, property and public health. ,Q VXFK D VLWXDWLRQ 7KH &LW\
RI&UHVWYLHZ PD\ SURYLGH DOO &ULWLFDO DQG (VVHQWLDO ZRUNLQJ VWDII DV ZHOO DV VWDII UHTXLUHG WR RSHUDWH
WKH(PHUJHQF\2SHUDWLRQV&HQWHUZLWKPHDOVSXUFKDVHGE\WKH&LW\GXULQJWKHGHFODUHGHPHUJHQF\RUHYHQW
Emergency purchase request form included in the Appendix.
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C. Receiving, Inspection, and Testing
Receiving and Inspecting
It is the responsibility of the using department to determine that there is no damage and the
correct product and quantity have been received and to sign the accompanying delivery slip, Bill of
Lading, or invoice. Any discrepancies should be noted, and the vendor should be contacted
immediately and made aware of the discrepancy.
When partial deliveries are made at the convenience of the vendor, payment will only be made
for those items received. Departments should receipt in only the goods received and forward the
partial invoice to the accounts payable department.
Testing
Testing of certain materials and supplies is occasionally necessary. The using department is
responsible for all details in connection with any necessary testing.
Upon receipt of vendor invoice and completion of delivery and acceptance of material or
service, the department receipt in all items/services received into the purchase order
system. All Departments are then required to submit invoices to the Accounts Payable office
for payment. .
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6. BIDS
AT OR ABOVE THE MANDATORY BID THRESHOLD
The Mandatory Bid Threshold is $15,001 Except as set forth in applicable law by Crestview City
Council or this manual, commodities or services having an estimated value in excess of the
mandatory bid threshold shall be procured through competitive sealed bidding. The City Manager
shall be authorized to enter into a procurement transaction up to $2,000 that have followed the
prescribed procurement procedures outlined in this manual. In the event of an emergency purchase
the amount can be in excess of $2,000. The City Manager will provide the City Council with the
details of the said transaction as soon as practical.
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A. Bidding Procedures
1.
Bid Documents – The originating department shall provide to the City Clerk a copy of
specifications and bid documents. City Clerk shall coordinate with Finance Director to determine
if the bid is approved in the Budget.
The City Clerk, along with the City Attorney and Finance Director shall review the specifications
and bid documents to ensure that the specifications do not unduly restrict open and free
competition.
2.
Public Notice – Public notice of the invitation for bids shall be given a reasonable time
prior to the date set forth in the bid documents for the opening of bids. Such notice may include
publication in a newspaper of general circulation and posting on the City’s website. All public
notice of bids shall be coordinated through the office of the City Clerk. ITBs, RFPs, and RFQs
will be advertised at least once in a newspaper of general circulation in Okaloosa County. The
City Clerk will also look for other direct to provider opportunities to solicit bidders.
3.
Mandatory Pre-Bid Conference – A mandatory pre-bid conference may be held with
prospective bidders and City staff on formal bids, complex and public works construction projects.
Those that are not in attendance will not be allowed to submit a bid. The primary objective of
such a conference is to provide a clear understanding of instructions to bidders relative to
drawings, specifications, local conditions, location of the work, and basic construction methods
of work requirements. A site visit may be scheduled following the conference if the project
personnel feel it would be beneficial for clarification of specifications. The conference shall be a
formal announced meeting with bidders. An announcement of the conference shall be included
with the Invitation to Bid.
The announcement will state when and where the conference will be held and should be
attended by City personnel qualified to answer completely and accurately all questions relating
to matters such as contract provisions, design, and specifications, and production techniques
that are expected to be discussed. A formal record shall be made of persons attending and the
organizations represented through the use of the sign-in sheet.
4.
Addenda – Addenda to the bid documents shall be provided to all bid document holders
of record by the originating department or the consultant, as applicable. A copy shall be provided
to the Finance Director for records.
5.
Time of Receipt – Bids must be received by the City no later than the time and date
stated in the invitation for bids. Bids offered or received after this time shall NOT be considered.

6.
Public Bid Opening – All timely received bids shall be publicly opened by the City Clerk
or designee, in the presence of one or more witnesses at the time and place stated in the
invitation for bids. The City Clerk shall retain the original bids on file and remaining copies shall
be sent to the originating department.
7.
Bid Acceptance – Bids shall be accepted without alteration or correction, except as
authorized in this manual. All bids must be signed in ink.
8.
Bid Review – The originating department is responsible for reviewing the bid responses
and making a recommendation for award of the bid. Should the low bidder not be
recommended, a reason must be stated in the written recommendation for award.
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9.
Verification and References – Prior to award, the Finance Director shall reference the
low bidder against the State of Florida’s lists of convicted and suspended vendors, as well as
the U.S. Government’s System for Award Management database. Provided references shall be
verified at the discretion of the originating department or upon direction by the Finance Director.
Additional sources may also be reviewed to aid in determining if the bidder is responsible.
10.

Correction, Cancellation or Withdrawal of Bids
a. Correction of Bids
(1)
Correction of Mathematical Errors Prior to Award – Errors in addition or
multiplication of unit prices or in other mathematical calculations may be corrected by the
Department Head, Finance Director or City Manager prior to award. Bids shall be deemed
to be amended to the correct amount. In all cases of errors in mathematical computation,
the unit prices shall not be changed.
(2)
Correction of Mathematical Errors after Award – Errors in addition or
multiplication of unit prices or in other mathematical calculations identified after award may
be corrected only with the approval of the City Manager, and any correction shall not exceed
the amount of the next low bid.
b. Cancellation of Bids
Any time prior to the bid opening date and time, the City Manager or designee may cancel
or postpone the bid opening or cancel the invitation for bids in its entirety.
c. Amendment or Withdrawal of Bids
(1)
Bid Amendments Prior to Opening – Any bidder may voluntarily withdraw or
amend the bid at any time prior to the bid opening in person, or by written notice received
by the Finance Director prior to the bid opening. The Finance Director may request
verification as to the notifier’s authority to do so. Amendments shall be forwarded to the
Finance Director prior to bid opening, sealed and identified with the bid number.
(2)
Bid Amendments after Opening – After bid opening, bidder may not amend their
bid. Bids shall remain in effect and binding upon the bidder for a period of sixty days, or
such other time period specified in the bid documents.
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B. Award
1.
Award Authority – A bid shall be awarded by written notice to the lowest responsible and
responsive bidder. After a City Council award is made, the City Clerk’s office. shall issue a
“Notice to Proceed,” as applicable. If, within 60 days after bids are opened, or within such time
period specified in the bid documents, the bid of the lowest responsible and responsive bidder
is withdrawn or not honored, the City Manager may award the bid to the next lowest responsible
and responsive bidder.
After 60 days or such other time period specified in the bid documents, the City Manager may
award to the next lowest responsible and responsive bidder only if the next lowest responsible
and responsive bidder agrees, in writing, to extension of the bid price for the additional period
of time. These processes may be repeated until an award is made to a responsible and
responsive bidder.
2.
Tie Bids – If two or more bidders are tied after review by the originating department, in
accordance with section 287.087 of the Florida Statutes, preference shall be given to the bidder
with a Drug Free Workplace Program. In cases where a tie still exists, the City Council shall
award to the bidder identified as the most responsible bidder based upon the other relevant
factors in the bidding documents. If a tie still exists, the winning bidder shall be determined by
the bidder whose response was received first (as indicated on the receipt time stamp and
associated log).
3.
Price Adjustment – Where appropriate, contracts may be awarded with a provision for
upward or downward price adjustments, provided such adjustments were part of the bid
documents.
4.
Cancellation after Award – The City Council may cancel a bid award at any time prior to
execution of the contract by all parties, including the City.
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C. Additional Requirements for Construction and Public Works Contracts
1.

Bid Package Preparation
a. For In-House Projects – For projects managed in-house, the originating department
shall provide all necessary specifications for inclusion in a bid packet.
A contract shall be included in the bid documents if provided by the originating department.
A complete packet of all bid documents including the original specifications and
standardized terms and conditions shall be provided by the originating department to the
City Attorney for approval. A copy of the bid documents indicating approval by the City
Attorney shall be forwarded to the City Manager, Finance Director for review.
b. For Consultant Managed Projects – For projects managed by a consultant, it is the
originating department’s responsibility to ensure that the procurement language is included
in the bid documents prepared by the consultant, and that the bid documents have the
approval of the City Manager, City Attorney and Finance Director. The consultant shall
provide the originating department and the Finance Director with a copy of the approved bid
specifications and bid documents.
c. Public Notice – Bids for construction or public works project that are projected to cost
more than the threshold amounts set forth in Florida Statute 255.0525(2), currently
$200,000, shall be advertised in accordance with such statute, which generally requires
that;
1) Solicitations for projects in excess of $200,000 be advertised at least once in a
newspaper of general circulation in Okaloosa County and this must be at least 21 days
prior to the bid opening date, and at least 5 days prior to any scheduled pre-bid
conference, and
2) Solicitations for projects in excess of $500,000 must be advertised at least once in a
newspaper of general circulation in Okaloosa County at least 30 days prior to the bid
opening date, and at least 5 days prior to any scheduled pre-bid conference.
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2.

Recommendation for Award
a. For In-House Projects and Consultant Managed Projects – It will be the originating
department’s responsibility to review recommendation for submission to the City
Council. The originating department shall forward to the City Manager and Finance
Director the recommendation for review. After approval from the City Manager and
Finance Director the originating department will prepare the agenda item for
submission to the City Council.
A proposed contract shall be included in the agenda item and executed by the other party
prior to submission to the City Council approval.
If a contract is not included in the agenda item, it shall be the originating department’s
responsibility at a later date, to prepare an agenda item requesting approval by the
Council and authorization for the Mayor to execute the contract, to obtain any required
approvals, and to present the item at a City Council meeting.
A contract must be executed by the other party prior to submission to the City Council
for approval. A copy of the agenda item materials and the executed contract shall be
provided to the City Clerk and the Finance Director for their records one week prior to
the Council meeting.
b. For Consultant–Managed Projects – The originating department shall be responsible
for preparation of an agenda item, proper routing for approvals, and presentation to
Council. A complete copy of the agenda item shall be provided to the Finance Director
for his / her records.
The originating department is responsible for preparation of a proposed contract and
obtaining approval by the City Attorney if it is to be included in the agenda item. The
written recommendation in the agenda item shall include a request for authorization for
the Mayor to execute the contract.
If a contract is not included in the agenda item, it shall be the originating department’s
responsibility at a later date, to prepare an agenda item requesting authorization for the
Mayor to execute the contract, to obtain any required approvals and to present the item
at a City Council meeting.
A contract must be executed by the other party prior to submission to the City Council
for approval. A copy of the agenda item materials and the executed contract shall be
provided to the City Clerk and Finance Director for their records one week prior to the
City Council Meeting.

35

Revised July 2, 2021

3

Notice of Award

Upon City Council approval, the originating department has 14 working days to contact the
vendor to set up a meeting to discuss the start dates and any other items of concern, in which
a “Notice to Proceed” document will be issued by the office of the City Clerk, and signed and
agreed to by both parties. All required documentation, such as the signed contract,
certificate(s) of insurance or bond(s) shall be in order prior to the “Notice to Proceed” being
issued. All public construction bond(s) shall be provided by a surety company authorized to do
business in the State of Florida and approved by the Finance Director. An alternative form of
security may be provided in the form of cash, a money order, a certified check, a cashier’s
check, an irrevocable letter of credit, or other form of security permitted by Florida Statute
255.05(7), in a form acceptable to the City Attorney and the Finance Director. The originating
department shall be responsible for returning an executed original contract to the vendor. All
documentation shall be recorded with the City Clerk’s office and the bond shall be recorded
and held at the City Clerk’s office until the final release of all obligations by the vendor has
been completed and signed off by all parties involved.
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4.

Forfeiting of Bonds (Default by Contractor)

All contracts for services (construction or otherwise) shall contain a clause providing for
termination upon default of the contractor and providing that in such cases the surety company
shall bear the responsibility for the completion of the contract, or if no surety company has
provided a performance bond, the City may claim the alternative security and use such funds
for the completion of the contract.
5.

Termination for Convenience

All contracts (construction or otherwise) shall contain clauses providing for the termination
of the contract for convenience of the City and shall prescribe methods by which the
contractor may calculate the cost of work already performed, and termination settlement
costs.
6.

Indemnification

All contracts (Construction or otherwise) shall provide that the contractor (or other appropriate
party) shall indemnify and hold harmless the City, and its officers and employees, from liabilities,
damages, losses and costs, including but not limited to, reasonable attorney’s fees, to the
extent caused by negligence, recklessness, or intentional wrongful misconduct of the
contractor (or other appropriate party) and persons employed or utilized by the contractor (or
other appropriate party) in the performance of the construction contract.
7.

Liquidated Damages .

The City reserves the right to require liquidated damages for projects that are time sensitive.
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D. Work Orders/Authorizations
Work orders/Authorizations for continuing services agreements previously approved by the City Council may be
approved by the City Manager, if within his defined authorization limits and if not prohibited within the agreement
E. Change Orders
1.

Applicability

Modifications may be made to an executed contract, which do not substantially alter the character
of the work contracted, and which do not vary substantially from the original specifications such as
to constitute a new undertaking. Such changes must be reasonably viewed as being in fulfillment
of the original scope of the contract and must be clearly directed to the achievement of a more
satisfactory result, or to the elimination of work not necessary.
2.

City Manager Authority

The City Manager is authorized to approve change orders to contracts executed under the City
Manager’s authority, provided the criteria in paragraph A above are met, and the total value of the
contract change does not exceed a cumulative 15 percent of the total value of the contract.
Changes in excess of a cumulative 15 percent of the total contract price must have the prior
approval of the City Council. Unless otherwise specified upon Council approval of the contract.
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F. Direct Purchase
In accordance with F.S. 212.08(6) and FAC Rule 12A-1.094, the City may elect to utilize direct
purchase of materials for projects to reduce project cost through the elimination of sales tax. The
election to do this shall be previously approved by the Finance Director.
G. Local Vendor Preference
The City extends preference to those vendors, contractors, or service providers, who have
obtained a valid local Business Tax Receipt, issued by either the City of Crestview or Okaloosa
County prior to bid submission; and, whose business address is located within the City limits of
the City of Crestview, or boundaries of Okaloosa County, Florida. A post office box shall not be
considered a physical business address.
When a qualified and responsive nonlocal business submits the lowest price bid, and the lowest
bid submitted by a qualified and responsive local area business is within 5% of the lowest bid,
then the lowest bidding local area business shall have the opportunity to submit an offer to match
the price submitted by the lowest nonlocal area business bidder.
Within five working days after the posting of the qualified and responsive bids, any local area
business that has submitted a bid within 5% of the lowest bid by a nonlocal area business, and that
wants the opportunity to match the lowest bid, shall submit a written offer to match the lowest
bid. If the lowest local area business submits an offer that matches the lowest bid submitted,
then the award shall be made to such local business.
If the lowest bid is submitted by a qualified and responsive local area business, there is no local
vendor preference. The City reserves the right to make any award based on the best interest of
the City.
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7. RFP/RFQ
A.

Request for Proposal (RFP)

If it is not practical or advantageous to procure any specific commodity or service by competitive
sealed bidding, a request for proposals may be used.

RFP Process – An RFP is characterized by a description of the desired objective
and a statement of evaluation criteria. RFP’s may include a request for price to be
considered in accordance with evaluation criteria. Except as modified by applicable law or
this manual, RFP’s shall be advertised, received, opened and processed, and shall be
corrected, withdrawn and cancelled, in the same manner as bids discussed in section 6.

Evaluation Criteria – The RFP shall state the evaluation criteria and the relative
importance of each evaluation criterion, including price, if applicable. Only criteria set forth
in the request may be used to evaluate the proposals submitted.

Evaluation Committee – An evaluation committee shall be selected by the City
Manager. The Evaluation Committee shall be comprised of not less than three and not more
than seven members. A majority of members shall constitute a quorum. The City Clerk shall
conduct the meeting and record minutes.&RPPLWWHHPHPEHUVDUHVXEMHFWWRWKH&RGHRI
6LOHQFHDVGHILQHGLQWKHOLVWRIGHILQLWLRQV

Review of Proposals – The Evaluation Committee shall review all proposals
submitted in response to the RFP and shall make a recommendation for award based upon
the evaluation criteria.

1RQ3XEOLF3URFHHGLQJVRIWKH(YDOXDWLRQ&RPPLWWHH,IWKH(YDOXDWLRQ&RPPLWWHH D
PHHWVWRGLVFXVVQHJRWLDWLRQVWUDWHJLHVRU E PHHWVZLWKDSURSRVHUIRUWKHSXUSRVH
ofhearing a presentation, conducting discussions and asking questions, or
conducting negotiations, such meetings may, at the election of the City, be held in
private; provided,however, that a complete recording shall be made of any non-public portion
of the meetings,no portion of the non-public meetings shall be held “off the record.” The
recording of thenon-public portion of the meetings shall be considered a public record,
under chapter 119,Florida Statutes, which is exempt from production to the public, until
such time as the Cityprovides notice of an intended decision, or until 30 days after
opening of the proposals, whichever occurs earlier.

Negotiation of Proposals – The City may negotiate with any proposer to revise, value
engineer, etc. any proposal, provided the revisions do not amount to a substantial and
material change to the proposal, and provided that such revisions do not unfairly affect other
proposers.

Award of Proposals – The originating department shall be responsible for preparing
an agenda item submitting the committee’s recommendation to Council for approval. A copy
of the agenda item and all supporting documentation shall be provided to the Finance
Director prior to submission to the Council.
The award shall be made to the most responsive and responsible proposer whose
proposal is determined to be the most advantageous to the City, based upon the
evaluation criteria.

40

Revised July 2, 2021

B. Request for Qualifications (RFQ)
Certain professional services are required by the Consultant’s Competitive Negotiation Act
(CCNA) to be procured by the use of a Request for Qualifications (RFQ). An RFQ may also be
used to procure professional services not covered by the Consultants’ Competitive Negotiation
Act.
1.
RFQ Process – An RFQ is characterized by an invitation to professionals to submit a
summary of their qualifications to perform a general or specific job or service. If the RFQ is
subject to the CCNA, the City shall select no less than three professionals for discussions
and, if requested by the City, for presentations.
After staff recommendation and approval by the Council, the City shall enter into negotiations
for a contract with the most qualified professional(s). RFQs shall be governed by the CCNA,
to the extent applicable. Except as modified by applicable law or this manual, RFQs shall
be advertised, received, opened and processed, and shall be corrected, withdrawn and
cancelled, in the same manner as bids discussed in Section 6.

Evaluation Criteria – The qualifications of each firm responding to an RFQ subject
to CCNA shall be determined in accordance with the criteria set forth in the Act, including,
without limitation, the professional ability of personnel; whether the firm is a certified minority
business enterprise; past performance; willingness to meet time and budget requirements;
location; recent, current and projected workloads; and the volume of work previously
awarded to each firm by the City, with the object of effecting an equitable distribution of
contracts among qualified firms, provided such distribution does not violate the principle of
selection of the most highly qualified firms. The qualifications of each firm responding to an
RFQ which is not subject to the CCNA shall be determined in accordance with the criteria
set forth in the RFQ.

Evaluation Committee - An evaluation committee shall be approved by the City
Manager. The Evaluation Committee shall be comprised of not less than three and not
more than seven members. A majority of members shall constitute a quorum. The City Clerk
shall conduct the meeting and record minutes.&RPPLWWHHPHPEHUVDUHVXEMHFWWRWKH
&RGHRI6LOHQFHDVGHILQHGLQWKHOLVWRIGHILQLWLRQV

Review of Qualifications- The Evaluation Committee shall review the submittals of
all firms responding to the RFQ. If the RFQ is subject to the CCNA, the Evaluation
Committee shall select at least three firms (short list) for further discussions.

1RQ3XEOLF 3URFHHGLQJV RI WKH (YDOXDWLRQ &RPPLWWHH,I WKH (YDOXDWLRQ &RPPLWWHH
D PHHWV WR GLVFXVV QHJRWLDWLRQ VWUDWHJLHV E  PHHWV ZLWK DQ\ ILUP UHVSRQGLQJ WR WKH
RFQ for the purpose of hearing a presentation, discussions and asking questions, or
negotiations, such meetings may, at the election of the City, be held in private; provided,
however, that a complete recording shall be made of any non-public portion of the meetings,
and no portion of the non-public meetings shall be held “off the record.”
The recording of the non-public portion of the meetings shall be considered a public record,
under Chapter 119, Florida Statutes, which is exempt from production to the public until
such time as the City provides notice of an intended decision, or until 30 days after opening
of the quotes, whichever occurs earlier.
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6.
Ranking of Firms – The Evaluation Committee, after any discussions with and/or
presentations by each shortlisted firm, shall vote on the final ranking. The ranking of firms
shall indicate the Evaluation Committee’s determination of the firms that are most highly
qualified to perform the required services.
7.
Ranking Reported to City Council - The Evaluation Committee’s rankings of the firms
shall be submitted to the City Council through the City Manager by the originating
department.
Upon final ranking and selection by the City Council, the originating department shall proceed
with negotiations; provided, however, that if the estimated value of the services is $5,000 or
less, the Finance Director, in consultation with the originating department, may determine
final ranking and selection, and if the estimated value of services is $10,000 or less, the City
Manager, in consultation with the originating department, may determine final ranking and
selection.
8.
Negotiations – The originating department shall negotiate with the firms in the order
and manner set forth in the CCNA, which generally requires that the originating department
first negotiate with the most qualified firm. If negotiations are not successful, the originating
department shall formally terminate negotiations with the most qualified firm and shall
commence negotiations with the second most qualified firm. If negotiations are not
successful, the originating department shall formally terminate negotiations with the second
most qualified firm and shall commence negotiations with the third most qualified firm. If the
City is unable to negotiate a satisfactory contract with any of the selected firms, the City
may select additional firms responding to the RFQ in the order of their competence and
qualification and continue negotiations in the same manner until an agreement is reached.
9.
Award of Contract – At the conclusion of successful negotiations, a contract,
approved by the City Attorney, shall be submitted to the City Manager (up to $10,000) or
the City Council (up to and in excess of $10,000) for approval. A copy of the executed
contract shall be transmitted to the City Clerk’s Office for the permanent file.
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C.

Ranking of Firms in RFP and RFQ Process

The ranking of firms in an RFP or RFQ process shall be done in the following manner, unless
otherwise specified within the RFP or RFQ:
1.
The RFP or RFQ solicitation documents shall list the evaluation criteria and assign a
maximum number of points available for each criterion. The total maximum number of points
available for all criteria shall be 100.
2.
Each member of the evaluation committee shall evaluate each firm by assigning a
number of points for each criterion and then totaling the number of points for all criteria.
3.
Each committee member shall then rank the firms on the basis of the total number
of points received for all criteria, with the firm receiving the most points being ranked # 1.
After interviews in an RFQ process (or in an RFP process, if interviews are held), and based
upon information learned during the interviews, each committee member may change his or her
ranking of firms.
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8. Bonds and Insurance
A.

Bonds

Bonds offer tangible protection in the form of monetary assurances that the bidder will meet
his/her obligations. Bonds must be secured by the bidder at his/her own cost, and generally
may be classified as follows:
1.
Bid Bond – This is a document, usually in the amount of 5% of the bid, which
guarantees that the bidder will enter into a contract with the City if he/she wins the award.
Bid bonds protect the City from erroneous or deliberate low bids which the vendor has no
intention of honoring. Should he/she fail to enter into a contract, the bid bond is forfeited.
Bid bonds must be submitted with the bid. Bid bonds may be required at the discretion of
the City Manager.
2.
Performance Bond – This bond is a surety instrument guaranteeing that the vendor
will perform according to the terms of the contract and is generally in an amount of 100% of
the bid. This bond affords protection from non-performance and/or non-completion of major
contracts, the efforts of which could result in considerable injury to the City. Should the
vendor default, the bond is cashed, and the City may utilize the funds to complete the
contract with another vendor. Performance bonds are submitted upon award of the contract.
Performance bonds are required for all projects over $50,000.
3.
Payment Bond – This bond guarantees payment of sub-contractors and suppliers
providing goods and services to the general contractor, who is under contract with the City.
This payment bond relieves the City of financial liens against a project should the general
contractor fail to pay his/her suppliers and sub-contractors. These creditors will look to the
bond for payment. Payment bonds are submitted upon award of the contract. Note: The
City Clerk’s office will be responsible to safeguard all bonds and bid deposits.
4.
Labor & Material Bond – Same requirements as the Payment Bond. The bond
guaranty may, at the discretion of the City, be in the form of a cashier’s check, bank money
order, bank draft and any national or State bank, certified check, or surety bond, payable to
the City. The surety on any bid bond shall be a company recognized to execute bid bonds
for contracts of the Federal Government.
5.
Letter of Credit – Preferred in the case of certain construction projects or multi-year
contracts and must be irrevocable.
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B.

Insurance Terms and Conditions

Insurance is required to safeguard the City from any claims resulting from damage to property
and/or injury to persons caused by the vendor or his actions.
The vendor, at his own cost, must secure insurance policies that name the City of Crestview as
an “additional insured” party. The insurance guidelines in this section are applicable to all
agreements, contracts, and leases.
Incorporation of the provisions of this section shall be adhered to as closely as possible and as
practical to the specific commodity, repair, service, construction, or lease.
Insurance guidelines include basic coverage requirements, one or more of which should be
chosen for individual agreements, contracts, or leases, on an as-needed basis.
Agreements, contracts, and leases shall contain risk management/insurance terms to protect the
City’s interest.
1.
City Defined – The term City (wherever it may appear) is defined to mean the City
itself, its Council, officers, employees, volunteers, representatives, and agents.
2.
Other Party Defined – The term Other Party (whenever it appears) is defined to mean
the other person or entity which is party to an agreement, contract, or lease, any subsidiaries
or affiliates, officers, employees, volunteers, representatives, agents, or contractors and
subcontractors.
3.
Hold Harmless – The other party agrees to hold the City harmless against all claims
for bodily injury, sickness, disease, death, or personal injury or damage to property or loss
of use resulting there from, arising out of an agreement, contract, or lease unless such
claims are a result of the City’s sole negligence.
4.
Payment on behalf of the City – The other party agrees to pay on behalf of the City,
and to pay the cost of the City’s legal defense, as may be selected by the City, for all claims
described in the Hold Harmless paragraph above.
Such payment on behalf of the City shall be in addition to any and all other legal remedies
available to the City and shall not be considered to be the City’s exclusive remedy.
5.
Loss Control / Safety – Precaution shall be exercised at all times by the other party
for the protection of all persons, including employees and property.
The other party shall be expected to comply with all laws, regulations, or ordinances related
to safety and health, shall make special effort to detect hazardous conditions, and shall take
prompt action where loss control/safety measures should reasonably be expected.
The City may order work to be stopped if conditions exist that present immediate danger to
persons or property. The other party acknowledges that such stoppage will not shift
responsibility for any damages from the Other Party to the City.
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C. General Insurance Requirements
The other party shall procure and maintain the described insurance, except for coverages
specifically waived by the City, on policies and with insurers acceptable to the City.
These insurance requirements shall not limit the liability of the other party. The City does not
represent these types or amounts of insurance to be sufficient or adequate to protect the other
party’s interest or liabilities, but are merely minimums.
D. Certificates of Insurance
The Contractor shall procure and maintain required insurance coverages documented on
Certificates of Insurance. Such policies shall be from insurers with an “A” or better Best Rating is
“preferred;” however, other ratings if “Secure Best Ratings” may be considered.
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E. Basic Insurance Coverage Required
1.
Commercial General Liability – Commercial General Liability for public liability during
the lifetime of a contract shall have minimum limits of $1,000,000 per claim, $1,000,000 per
occurrence for Personal Injury, Bodily Injury, and Property Damage Liability. Coverage shall
include Premises and/or Operations, Independent Contractors, Products and/or Complete
Operations, Contractual Liability and Broad Form Property Damage Endorsements.
Coverage shall not contain an exclusion or limitation endorsement for Contractual Liability
or Cross Liability. Coverage for the hazards of explosion, collapse and underground
property damage (XCU) must also be included when applicable to the work to be performed.
All insurance policies shall be issued from a company or companies with a Best’s rating of no
less than A:VII. All policies shall be on an occurrence-made basis; the City shall not accept
claims made policies. Specific endorsements will be requested depending upon the type
and scope of work to be performed.
2.
Workers Compensation Coverage – The Other Party shall purchase and maintain
workers compensation for all workers compensation obligations imposed by state law and
employers liability coverage with limits of at least $100,000 each accident, $100,000 each
disease/employee and $500,000 per disease/policy limit. The Other Party shall also
purchase any other coverages by law for the benefit of employees.
3.
Business Auto Policy – The Other Party shall agree to maintain Business Automobile
Liability at a limit of liability not less than $500,000 each occurrence for all owned, non-owned
and hired automobiles. In the event the Other Party does not own any automobiles, the
Business Auto Liability requirement shall be amended allowing the Other Party to agree to
maintain only Hired & Non-Owned Auto Liability. This amended requirement may be
satisfied by way of endorsement to the Commercial General Liability, or separate Business
Auto Coverage form.
4.
Professional Liability – The Other Party shall agree to maintain Professional Liability
or equivalent Errors & Omissions Liability at a limit of liability not less than $1,000,000 Per
Occurrence. When a Self-Insured Retention (SIR) or deductible exceeds $10,000 the City
reserves the right, but not the obligation, to review and request a copy of the Other Party’s
most recent annual report or audited financial statement. For policies written on a “Claims
Made” basis, the Other Party warrants the retroactive data equals or precedes the effective
date of this contract.
In the event the policy is canceled, non-renewed, switched to an Occurrence Form,
retroactive data advanced; or any other event triggering the right to purchase a
Supplemental Extended Reporting Period (SERP) during the life of a contract, the Other
Party shall agree to purchase a SERP with a minimum reporting period not less than three
(3) years. To be used with consultants or engineers only.
5.
Indemnification – The Other Party shall indemnify, defend, and hold harmless the
City, its representatives, employees and elected and appointed officials, from and against
all claims, cost, demands, legal fees, costs of action, losses, damages or other expenses
arising as a result of any negligent act, conduct, error or omission by the City, its agents,
employees in the performance of this contract or occasioned wholly or in part by any
negligent act, conduct, error or omission by the Other Party, or its agents, employees or
subcontractors, in the performance of this contract.
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F. Additional Insurance
The following types of insurance may be determined relevant to an agreement, contract, or lease
by the City and will be required of the other party when so stipulated.
1.
Liquor Liability – In anticipation of alcohol being sold/present, the other party shall
provide evidence of coverage for liquor liability in an amount equal to the
General/Umbrella/Excess liability coverage. If the General Liability insurance covers liquor
liability (e.g. host or other coverage), the other party’s agent or insurer should provide written
documentation to confirm that coverage already applies to this agreement, contract or lease.
If needed coverage is not included in the General/Umbrella/Excess liability policy(ies) must
be endorsed to extend coverage for liquor liability, or a separate policy must be purchased
to provide liquor liability coverage in the amount required.
2.
Property Coverage for Leases – The other party shall procure and maintain for the
life of the lease, all risk/special perils (including sinkhole) property insurance (or its
equivalent) to cover loss resulting from damage to or destruction of the building and
personal property/contents. The policy shall cover 100% replacement cost and shall include
an agreed value endorsement to waive coinsurance. Coverage shall also include continued
full payment of rents to the City for up to one year after damage or destruction of the property.
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9. Bid Protest Procedure
Any actual or prospective bidder or proposer who is adversely affected by the City’s decision or
intended decision in connection with a competitive selection process shall first file with
the Finance Director a notice of protest in writing within 72 hours after the posting of the notice of
decision or intended decision. With respect to a protest of the terms, conditions, and specifications
contained in a solicitation, including any provisions governing the methods for ranking bids,
proposals, or replies, awarding contracts, reserving rights of further negotiation, or modifying or
amending any contract, the notice of protest shall be filed in writing within 72 hours after the posting
of the solicitation. The formal written protest and bid protest bond shall be filed within 3 days after
the date the notice of protest is filed.
A notice of protest shall not be filed before the 72-hour period begins. The 72-hour period begins
upon electronic posting of a decision or intended decision. The notice of protest must be received
by the agency before the 72-hour period expires. The notice of protest must be filed with
the Finance Director. The 72-hour period is not extended by service of the notice of protest by
mail.
The “formal written protest” required by this policy is a petition that states with particularity the facts
and law upon which the protest is based. The formal written protest shall contain
the following information:
a. The identification of the petitioner, including the petitioner’s e-mail address, if any, for the
transmittal of subsequent documents by electronic means.
b. A statement of when and how the petitioner received notice of the City’s action or
proposed action.
c. An explanation of how the petitioner’s substantial interests are or will be affected by the
action or proposed action.
d. A statement of all material facts disputed by the petitioner or a statement that there are no
disputed facts.
e. A statement of the ultimate facts alleged, including a statement of the specific facts the
petitioner contends warrant reversal or modification of the City’s proposed action.
f. A statement of the specific rules, ordinances or statutes that the petitioner contends
require reversal or modification of the City’s proposed action, including an explanation of how
the alleged facts relate to the specific rules, ordinances or statutes.
g. A statement of the relief sought by the petitioner, stating precisely the action petitioner
wishes the City to take with respect to the proposed action.
h. The name, address, e-mail address, and telephone number of the party making the
request and the name, address, and telephone number of the party’s counsel or qualified
representative upon whom service of decisions and other papers shall be made.
Bid protest bonds are required for all protests of intended City action to award contracts and to any
protest of the terms, conditions, and specifications contained in a solicitation, including any
provisions governing the methods for ranking bids, proposals, or replies, awarding contracts,
reserving rights of further negotiation, or modifying or amending any contract. The bid protest
bond amount shall be the greater of $25,000.00 or the amount of the bid indicated by the City as
the recipient of an intended contract award. Bonds are not to be filed with the notice of protest, but
must be filed with the formal written protest or within the 3-day period allowed for filing the formal
written protest. A bond can be in substantially the following form:
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CITY OF CRESTVIEW PROCUREMENT PROTEST BOND
Bond Number: _________
Contract Number: _________
KNOW ALL PERSONS BY THESE PRESENTS:
That we, _________ a (mark one) [ ] corporation, [ ] partnership, [ ] proprietorship, organized and
existing under the laws of the State of _________, and having its principal place of business at
_________, as PRINCIPAL; and _________, a surety company, organized under the laws of the
State of _________, and duly authorized to do business in the State of Florida, whose principal
place of business is _________, as SURETY, are held and firmly bound unto the CITY OF
CRESTVIEW as OBLIGEE, in the amount of $_________ for the payment of which sum we, as
Principal and Surety, bind ourselves, our heirs, personal representatives, successors and
assigns, jointly and severally.
The above-named Principal has initiated a protest regarding the Obligee’s decision or intended
decision pertaining to Bid Number _________. Said protest is conditioned upon the posting of a
bond at the time of filing the formal written protest.
NOW, THEREFORE, the condition of this Bond is that if the Principal, after the administrative
hearing process and/or any court proceedings regarding the protest, shall satisfy all costs and
charges allowed by final order and/or judgment, and interest thereon, in the event
the Obligee prevails, then the obligation shall be null and void; otherwise it shall remain in full
force and effect.
The Obligee may bring an action in a court of competent jurisdiction on this bond for the amount
of such liability, including all costs and attorneys’ fees.
PRINCIPAL: ____________________________
BY: ____________________________
Title: ____________________________ (CORPORATE SEAL)
ATTEST: ____________________________
____________________________
SURETY: ____________________________
BY: ____________________________
Title: ____________________________ (CORPORATE SEAL)
Florida Resident Agent: ____________________________
(Note: Power of Attorney showing authority of Surety’s agent or Attorney in Fact must be
attached).
Bonds must be countersigned by an agent licensed in Florida. A cashier’s check or money order
in lieu of a bond is acceptable.
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Failure to file a notice of protest or failure to file a formal written protest with a bond in the form
set forth below shall constitute an absolute waiver of proceedings under this policy and a waiver
of any protests or challenges by any person. The formal written protest shall state with
particularity the facts and law upon which the protest is based. Saturdays, Sundays, and state
holidays shall be excluded in the computation of the time periods provided by this paragraph.
1.
Decision - The Finance Director shall promptly investigate the basis of the protest
and, after consultation with the originating department, the City Attorney and any other
person or entity deemed necessary by the Finance Director, shall issue a decision in
writing. The burden of proof shall rest with the party protesting the proposed action to be
taken by the City. The standard of proof for protest proceedings shall be whether the
proposed City action was clearly erroneous, contrary to competition, arbitrary, or capricious.
In any bid-protest proceeding contesting an intended City action to reject all bids, proposals,
or replies, the standard of review shall be whether the City’s intended action is illegal,
arbitrary, dishonest, or fraudulent.
A copy of the decision shall be furnished immediately to the protestor and any other party
determined by the Finance Director to be directly affected by the decision. The decision
shall:
A. State the decision and the basis for the decision, and
B. Set forth the protestor’s right to administrative review.
2. Administrative Review – If the protestor disagrees with the decision of the Finance
Director, the protestor may appeal the decision to City Manager, followed by the City
Council, provided written notice of such appeal shall be submitted by the protestor to
the Finance Director within three (3) calendar days of service of the Finance Director’s
decision to the protestor at the electronic mail address specified by the petitioner in the
formal written protest.
3. Stay of Procurement – In the event of a timely and properly filed protest, the City
shall not proceed further with the solicitation or award process until all administrative
remedies have been exhausted, or until the City Manager or City Council, as
appropriate, sets forth in writing particular facts and circumstances which require the
continuance of the solicitation or contract award process without delay in order to protect
substantial interests of the City.
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Piggyback Checklist - Required Documentation
(Local Source Funding)
In lieu of requesting competitive solicitations, the City may make purchases at or below the
specified prices from contracts awarded by other City or county governmental agencies, other
district school boards, community colleges, federal agencies, the public or governmental agencies
of any state, or from state university system cooperative bid agreements, when the proposer
awarded a contract by another entity defined herein will permit purchases at the same terms,
conditions, and prices (or below such prices) awarded in such contract, and such purchases are
to the economic advantage of the City.
Definition: Piggyback Contracting is “a form of intergovernmental cooperative purchasing in which
an entity will extend the pricing and terms of a contract entered into by a larger entity. Generally,
a larger entity will competitively award a contract that will include language allowing for other
entities to utilize the contract which may be to their advantage in terms of pricing, thereby gaining
economies of scale that they normally would not receive if they competed on their own.” -National
Institute of Governmental Purchasing (NIGP).
In order to utilize a bid/contract as noted above, the following documents must be received:
Original bid document that was issued by the agency.
Copy of awarded firm’s bid submittal.
Agency’s Board approval document (agenda item, rational, etc).
Copy of the fully executed (signed) contract (if applicable).
1. The requesting department must first verify the proposed agency’s Invitation to
Bid/Request for Proposal/Invitation to Negotiate specifications and award information to
ensure that they meet the requirements of the requesting department and City.
2. Please note the term “piggyback” only applies when the item(s) or service(s) to be
purchased and the award term are the same as the original award.
3. When piggybacking off the State of Florida or the Florida Sheriff’s Association only a
copy of the fully executed (signed) contract is necessary.
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Piggyback Checklist - Required Documentation
(Federal & State Source Funding)
(Note: FEMA “disfavors” Piggybacks per “Prohibited Contract Terms”, FEMA Applicant
Compliance with Procurement Requirements.) Other federal guidance encourages its use, refer
to (2 CFR § 200.318(e)).
Does the proposed agency’s solicitation specifications and award information meet the
requirements of our need?
If the proposed piggyback is an Invitation to Bid: Purchasing staff will prepare a letter for the
awarded vendor to sign. This letter verifies that the vendor agrees to offer the same bid
pricing, terms and conditions to the District for a specified period of time.
Original bid document that was issued by the agency.
Does the solicitation and contract contain an express “assignability” clause that provides for
the assignment of all or part of the specified deliverables?
If this piggybacking action represents the exercise of an option in the contract, is the option
provision still valid or has it expired?
Proof of agency’s legal advertisement (i.e. newspaper, website posting or third-party
provider posting.)
Copy of awarded firm’s bid submittal.
Bid tabulation sheet.
Agency’s Board approval document (agenda item, rational, etc.).
Copy of the fully executed (signed) contract (if applicable).
Number of firms notified.
Number of firms that downloaded the solicitation document.
Were geographical preferences included in the original solicitation/contract? (No geographic
preferences are permitted with the exception of some architectural work or some FEMA
work.)
Were the piggybacking quantities included in the original solicitation; (i.e., were they in the
original bid and were they evaluated as part of the contract award decision?
If this is an indefinite quantity contract, did the original solicitation and resultant contract
contain both a minimum and maximum quantity, and did these represent the reasonably
foreseeable needs of the parties to the contract?
Was there a proper evaluation of the bids or proposals? Include a copy of the analysis in
your files.
If you will require changes to the deliverables, are they “within the scope” of the contractor
are they “cardinal changes”?
Have you obtained a copy of the contract and the solicitation document, including the
specifications and any Buy America Pre-award or Post-Delivery audits?
Did the Contractor submit the “certifications” required by Federal regulations?
Was a cost or price analysis (>$250,000) performed by the original contracting agency
documenting the reasonableness of the price? Obtain a copy for your files. Have you
performed a market analysis of the prices to be paid and have you determined the price to
be fair and reasonable and in the best interest of the City?
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Request for Emergency3rocurement
)LHOG3XUFKDVH2UGHU1RBBBBBBBBBB

Requestor:

Date

Department

$&3URMHFW

Vendor Name:

New Vendor: Yes / No
If yes, will need to complete a W9QHZ
YHQGRUIRUP and may need to provide
insurance information

1. Date of Emergency:

/ Estimate or Invoice Amount $

2. A Full Written Determination of the Basis of the Emergency (attach additional
documentation if needed):

3. Description of Product or Services Provided:

4. Why was this vendor selected to provide the goods or services? :

5. Provide copy of invoice for emergency work performed (as well as any quotes
received).3OHDVHQRWHWKHUHVKRXOGRQO\EHRQHLQYRLFHSHU)32
To the best of my knowledge, the foregoing summary for the product or service sought
by the requesting department meets all of the criteria for an emergency procurement.
Approvals
Finance Director: XSWR

Date:

&ity Manager ()

Date:
Date:

&LW\&RXQFLO RYHU 
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Justification for Sole Source Purchases or Contracts
Purpose
Sole source justification provides evidence that a competitive procurement is impractical. Staff
must request approval for the sole source procurement of equipment, construction, supplies or
services when a purchase will exceed $1,000. All purchases over $2,000 require City Council
approval.
Statement:
I am aware that the City of Crestview requires competitive procurements whenever practicable. I
am requesting a sole source procurement based on the criteria stated above. These statements
are complete and accurate based on my professional judgment and investigations.
Requestor:

Requestor Signature:

Department

Budget Line:

Date:

New Vendor: Yes / No

Vendor Name:

If yes, will need to complete a W9 and may

Amount/Value:

need to provide insurance information.

Briefly describe the equipment, construction, supplies or services requested, and its purpose
or use:

What are the consequences or risks of not securing this equipment, construction, supplies or
services from this company?

Please provide information that supports your specific requirements necessitating a sole source
purchase:
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Date: _____________________________
To:
_____________________________
From: _____________________________

Please process a check in the amount of: ________________________________
The payment is to be payable to:

________________________________
_________________________________
_________________________________

The account number to code the check is:
__________________________________________________
The reason for check is:
_________________________________________________________________

____________________________________
Approved By
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Requisition No.________________________

Name ________________________________

Date: _______________________________

Dept: ________________________________

Item/Service Requested:
_________________________________________________________________________________

Quote 1
Company_____________________________

Contact ______________________________

Vendor No. ___________________________

Phone No. ____________________________

Quote ________________________________
___mail___telephone___fax___email___other
Quote 2
Company_____________________________

Contact ______________________________

Vendor No. ___________________________

Phone No. ____________________________

Quote ________________________________
___mail___telephone___fax___email___other
Quote 3
Company_____________________________

Contact ______________________________

Vendor No. ___________________________

Phone No. ____________________________

Quote ________________________________
___mail___telephone___fax___email___other

I hereby affirm that the above quotes have been sought and conform in every respect with
the requirements of the City’s Purchasing Manual.

______________________________________
Department Head
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Revised July 2, 2021

Quote/Estimate

$SSHQGL[*

City of Crestview

REQUISITION NO.___________
DATE:___________
EXPIRATION DATE__________

198 N Wilson St, Crestview FL 32539
850-682-1560 ext 249
heathersutton@cityofcrestview.org
TO

Company___________________________
Vendor No._________________________
Phone No.__________________________

SALESPERSON

DEPARTMENT

PAYMENT TERMS

PREPARED BY

30 Days

QTY

DESCRIPTION

UNIT PRICE

SUBTOTAL
SHIPPING
TOTAL

58

LINE TOTAL

Revised July 2, 2021
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G̡͋" Ϣ.̴.qL§»ϢJẑə˃+Ϣ hƶ˫ʤ Ǎƒ,˄¼Ϣ ϢͲǮ̢ϢzϢ#̃̾ªϢŕϢχ ƨʆØϢ ƌ ̣Ϣ/ȧ ϡ ΛB ˅Ϣ}ΩͳϢ*ɚǯ̤½
ˆǎϢƷ#ʔƸʹϢ ˇǏϢ̥ǰ͵Ϣ0aǱ͌Ϣ9ˈǐϢ ͍ϢͶ8Ϣ#ϢΪƹAϢψƓƩʇ)Ϣͷ ˉ:l-ˊKÙϢ \>ĬϢ ĽȶΫ̦i1ϢϢϢȌ ʥϢv͎
̧̍άB̨ʦˋϢrω=̄ϢρuˌϢ'ϕϢ ϢȷǲϢʈǳ͏ˬ̩Ϣ ?Ϣ̪ʉϢ/ ̺̅NϢ´ŴέʊϢTćİËýRîģS¾ϢňáĴâ5Ú¶Û

4¿Ϣ

ŖMϢŗϢbϢjɛʧˍʋϢ -ȟǴϢͺϢ%/ ¡o2ʌǵͻNϢ ̫̆ǶˎͼϢȸB͐Ϣƺ̻ɱȜƻ ͽϢ˭Ϣ)ιǑϢ;AqϢ̇Ɣϖ LϢ@ϢJϢͿ;ÜϢ Ƃˏ&Ϣ!
Ƽ=ʨƽǷ͑Ϣ$Ϣȹɜ1Ϣ<̼ɝȍƾƕϢeǸϢή$Ϣ%ˮ̬ϢȺϢ̈sː ʍϢƪǹˑ@Ϣ ȎϢƖ¨ϢŘ κɞǒ2ʕãϢ `ɟ""̭ϢςɲϢfǺϢʖɳƗfʎǻϢ%˯̮
H9©ʩ˒ϢȏϢMvǼϢ ͒Ƙ{s͓ϢϢ̉ί͔ϢϢ̊>˓7ʏϗϢ#ȐϢĈïS±ϢȑϢwǽϢ΄ ÀϢ ƙǓϢʪƚϘϢƫϢKΰƬɺk΅ϢΆ#Ϣ<˔λɠk·,˰Ϣ˱ȒϢ ϢΈȻɡ$Ìǔ*̯
ȓ˕ªÝϢ ıϙϢ¢ɢ ɴ˲˖Ϣ σϢ̎¡y/ϢȼϢ̰μ ƿƛΉ˗Ϣ ?ϢMȽɣ0ϢǀΝɤȝɵ= ǾÞ

ĞÁϢ

ř%ϢϚαϢ ȾνϢ̏β͕ɥ˘͖ϢȨ ɦ +ϢϛγϢϊǿʫɶE˙Ϣǁ̽ɧȔɨǂΊÂϢF Ϣh! ǃϢΌȿȀϢŃr̋ɩ˳ϢƃCϢȕϢĲǄǅ"δΎ
Ţa˚ȩʬ ϢcϢĩðñÍēĚĉPVğĤþßϢ ŉ̱ʭϢɀȁϢƜξ bƭ|)Ϣ̌Ώɪ˴͗ÃϢ 1ʐǆΐϢ«ŵ+ɫ͘Α̲˵˛Ϣ ȖϢƀ ϋȂO¬ϢΒɁ˜ϢŶ*Γ̳7Δɬ˶˝
ŚCȗD} ~Ä®ϢƝ˞ǕϢȞɷ ʗ{©Ϣ¯ń¤ȃɸ˷Ϣ5Ξ,ȘɭlΕȄϢ: ǖϢŨ ˟HtΖϢŅΗɮʘ(͙3°Ϣ ^uϢʮʑɹȪϢ Ǘo͚͛ϢśϢůŬϢĵ"όϢĠWĪòÅ
_ ʙ|ƞɂ ͜ȅÆϢŊşϢVĊĔÿĖÎġėYóQ

59

Date

Employee

Description

Miles

Breakfast
($8.00)

Place of Travel:
Purpose of Travel:
Mileage
Value
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Meals
Lunch
($12.00)

Dinner
($20.00)

Dates of Travel:
From:
To:

Lodging
($80)

Other

$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00
$0.00

Total

Explanation of Other Expenses:
Misc expenses.

Date:

$0.00

I hereby acknowledge that I have incurred the above expenses on behalf of the City of
Crestview in the performance of official duties and this claim is true and correct in every
material matter and the same conforms in every respect with the requirements of Section
112.061 of Florida Statutes.

Meals : Breakfast - $8.00 when Travel begins before 6 am and extends beyond 8 am
Lunch - $12 when travel begins before noon and extends beyond 2 pm
Dinner: $20 when travel begins before 6 pm and extends beyond 8 pm
Date:

Signature:
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CITY OF CRESTVIEW
P O Box 1209 Crestview, Fl 32536
Phone: (850) 682-1560 Fax: (850) 682-8077
E-Mail: cityclerk@cityofcrestview.org
Name:
Department:

Approved by:
Date Paid:
Amount:
Check #
Account #

Expense reports are due within 3 Business days upon completion of travel.

The current mileage reimbursement is $.58 per mile

Notes

Revised July 2, 2021

