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SECTION 1 - OVERVIEW

1.1 Authority

In accordance with Section 125.74, Florida Statutes. the Sarasota County Administrator is

responsible for carrying out the following statutory duties specifically relating to contracts,
leases and agreements:

* Negotiate leases, contracts, and other agreements, including consultant services, for the
County, subject to approval of the board, and make recommendations concerning the
nature and location of County improvements.

» See that all terms and conditions in all leases, contracts, and agreements are performed
and notify the board of any noted violationthereof.

Approval of this Manual is by the County Administrator pursuant to Section 125.74, Florida

Statutes:
.41;
L/

pfiathan R. Lewis
County Administrator
Sarasota County Government

Approved;

Effective Date: 7/ / ‘7‘/ 242 T—

1.2 Purpose
The purpose of this manual is to establish internal controls and procedures for the management of
contracts entered into by the County. The Contracts Administration Procedure Manual is designed
to advise employees of County procedures to ensure compliance with laws, rules and regulations
related to their specific programs and funding sources. The Contracts Administration Team is
responsible for coordinating the processes required for effective contract administration.

Contracts administration requires the input of a variety of distinct disciplines and roles,
including;:

» Organizational Management
»  Project Management

+ Planning

» Contract Formation

s Contract Management

*  Procurement

« Financial Management

s Audit
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1.3 Introduction
The Sarasota County Office of Financial Management (OFM) has established these procedures for
administering contracts. In this manual, the term “Contract” refers to an agreement between or
among parties with binding legal and moral force, usually exchanging goods or services for money
or other considerations.
Contracts are required under any of the following circumstances:

a. When there is a procurement of commodities or services (subject to specific
requirements outlined in Chapter 23 and 24 of the Sarasota County Procurement
Manual

b. When an expenditure would benefit from specific written terms and conditions
applicable to both parties in a formal agreement;

¢.  When a contract is required by law, manual or other similar established regulations.

d. For all public construction projects in accordance with Florida Statutes, Sections_
255.05, 255.20, 287.055 and 489;

e. For all professional design services in accordance with Florida Statutes, Section_
287.055.

f.  Whenever it is in the County’s interest to memorialize details of a transaction.

Effective contract administration is dependent on the interaction of the following elements.

1.4— Persons and Areas Affected
This manual pertains to all persons and departments that manage, process, operate under, or are affected
by County contracts.

1.5- Governing Laws, Policies and Regulations
Sarasota County contracts are administered in accordance with procedures established in this
manual, the Sarasota County Procurement Code and Manual (as applicable), and any applicable
provisions of state and federal law.

This manual is intended to outline procedures and serve as a guide in the administration of
Sarasota County contracts. Many County contracts include specific contract administration
terms that may differ from this manual. In the event of conflicts or inconsistencies between
this manual and the contract, the solicitation or the purchase order, the documents shall be
given precedence in the following order, unless otherwise specified in the contract:

1. Contract

2. Solicitation

3. Purchase Order

4. Contracts Administration Manual

1.6— Ethical Standards
Sarasota County shall conduct the contracting process in an ethical, fair and transparent manner.
The standards for such conduct are detailed in Florida Statutes and the Sarasota County
Procurement Code as follows:

a. County employees, officers and agents shall adhere to the “Code of Ethics for Public
Officers and Employees” as set forth in Part III of Chapter 112, Florida Statutes.
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b. County employees also shall adhere to the ethical standards outlined in Chapter XII,
Section 12.05 of the Sarasota County Government Human Resources Procedures and
Guidelines.

c. Vendors and County employees also shall adhere to the ethical standards outlined in The
Sarasota County Procurement Code, Section 2-213, and Chapter 4 of the Sarasota County
Procurement Manual in the processing and management of procurement-related contracts.

d. For procurement contracts, vendors who violate ethical standards may be subject to
Suspension or Debarment as set forth in the Procurement Code Section 2-222 and
Chapter 22 of the Procurement Manual.

1.7 — Delegation of Authority
As specified in the Sarasota County Procurement Code, Section 2-214
— Delegation of Authority: all rights, powers, duties and authority relating to the procurement and
contracting of goods and/or services for the Sarasota County Board of County Commissioners,
including the authority to approve all purchases and sign those agreements, contracts, change
orders, purchase orders for the purchase of goods and/or services, and termination of contracts
governed by this Article, provided they are in conformance with the law and all applicable
ordinances, resolutions and administrative policies, are vested in the Sarasota County
Administrator. The Sarasota County Administrator may, unless otherwise prohibited by law,
delegate the rights, powers, duties and authority granted herein to other Sarasota County officials
designated to act for the Procurement Official in his or her unavailability, or when the Sarasota
County Administrator otherwise deems such delegation as necessary.

Among other clauses in the ordinance relating to the delegation of authority:

o  The Sarasota County Administrator shall appoint a Procurement Official who shall serve as the
principal public procurement official for Sarasota County, who shall have relevant, recent
experience in public procurement and in large-scale procurement of supplies, services or
construction, and shall be a person with demonstrated executive and organizational ability.

o The County Administrator or designee(s) shall have authority over all aspects relating to the
procurement of goods and services in accordance with this Article, including the
preparation of a Procurement Manual.

o The Sarasota County Commission, during periods of critical need and/or under special
circumstances, may make additional delegations of authority beyond those contained in the
preceding paragraphs by adoption of a Resolution.

o The County Administrator or designee is authorized to adopt systems, procedures,
standards, reporting and evaluation tools related to: (i) the effective development,
negotiation and administration of Sarasota County contracts, and (ii) the evaluation of
performance and qualifications of contractors, suppliers and vendors currently doing
business or proposing to do business with Sarasota County.

o The Sarasota County Commission delegates to the Sarasota County Attorney the
authority to approve contracts _for legal services.

Sarasota County Resolution No. 2022-152, Resolution No. 2022-114 and Resolution No. 2016-
057 establish the delegation of authority for the approval of contracts, agreements, and other
obligations.

- Resolution No. 2022-152 addresses Procurement contracts, agreements and ancillary
documents authorized under Chapter 2, Article VI of the Sarasota County Code.
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- Resolution No. 2022-114 addresses certain contracts, agreements and ancillary
documents not governed by the Procurement Code.

- Resolution No. 2016-057 addresses contracts, agreements and ancillary documents that are
entered into by the Office of the County Attorney.

The County Administrator delegates authority for the approval of procurement contracts and
related documents in Chapter 5 of the Sarasota County Procurement Manual.

In the absence of any specific delegated authority, contracts must be approved by the Sarasota
County Board of County Commissioners.

SECTION 2 — DEFINITIONS

Administrative Agent — An employee of the County who has significant contract management
duties that may include — but are not limited to — contract design and negotiation, contractor
monitoring, financial oversight, and contract closeout. In the absence of a Project Manager, the
Administrative Agent also serves as the point of contact on contractual matters and monitors
contract transaction compliance (milestones, deliverables, invoices, etc.). The Administrative

Agent also may be referred to as the Contract Manager in non-procurement contracts.
Administrative Agents may be the subject matter experts for County contracts. Administrative
Agents on Procurement Contracts may delegate some of their responsibilities to Project Managers or
Contract Managers. Please see Section 3 for roles and responsibilities of Administrative Agents.

Amendment — An agreed addition to, deletion from, correction or modification of a contract.

Contract — An agreement between or among parties with binding legal and moral force, usually
exchanging goods or services for money or other considerations. A contract may include
attachments, exhibits, plans, specifications, general terms and conditions, and other binding
documents. An agreement may be a binding contract, even if one party provides something of value
to the other party at no charge.

Contract Administration Process — Refers to the entire contracting process from planning
through contract management and closeout.

Contract File — The original and official record for the County, which must be maintained for a
period of time following contract closeout or resolution of pending action (e.g., legal, audit, etc.).

Contract Management — Generally refers to the processes that occur after a contract is signed, but
also may include scope and specification design to effectively monitor contractor performance.

Contract Manager — A County employee who has significant contract management duties that
may include — but are not limited to — contract design and negotiation, contractor monitoring,
financial oversight and contract closeout. In the absence of a Project Manager, the Contract
Manager also serves as the point of contact on contractual matters and monitors contract
transaction compliance (milestones, deliverables, invoices, etc.). In Procurement Contracts there
may be both an Administrative Agent and a Contract Manager who is delegated some of the tasks
the Administrative Agent would typically perform. Please see Section 3 for roles and
responsibilities of Contract Managers.
Page 4 of 19
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Contractor — Any individual or business having a contract with Sarasota County to furnish goods
or services for an agreed-upon price. “Contractor” is used interchangeably with the term “vendor”
in procurement contracts.

Deliverable — A unit or increment of work required by the contract, including such items as
goods, services, reports or documents.

Financial Agent — A County employee who is responsible for monitoring the payments and
encumbrances of a contract.

Goods — Anything purchased other than services or real property.

Non-Procurement Contract — A contract for goods or services that was not solicited through the
Procurement Team. Examples include Purchase and Sales Agreements, Joint Project Agreements,
Grant Agreements, Cooperative Funding Agreements, Interlocal Agreements, Mutual Aid
Agreements, certain Leases and Concession Agreements, and other unspecified agreements
between the County and other parties.

Procurement Contract — A contract for goods or services that was solicited through the
Procurement Team or through an approved Procurement waiver. Examples include Term
Contracts, Purchase Agreements, contracts for Professional Services or construction projects,
some Leases and Concession Agreements.

Professional Services Library — A group of firms selected to provide such services as
professional engineering, architectural, landscape architectural and mapping and surveying on an
ongoing basis through the use of continuing service contracts.

Project Manager — Serves as the point person on contracts or contractual matters; monitors
contract transaction compliance (milestones, deliverables, invoices, etc.). Please see Section 3 for
roles and responsibilities of Project Managers.

Renewal — The option to extend the contract for a specified period of time in accordance with
contract terms.

Services — The furnishing of labor by a contractor that may not include the delivery of a tangible
end product. In some cases, services and goods may be combined, such as film processing.

Termination — The cessation or cancellation of work under a contract for the convenience of — or
at the option of — one of the contract parties, or due to failure of the contractor to perform in
accordance with the terms of the contract.

Vendor — Any individual or business having a contract with Sarasota County to furnish goods,
services or construction for an agreed-upon price. Used interchangeably with the term “contractor”
in procurement contracts.
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SECTION 3 — ROLES AND RESPONSIBILITIES

The following roles comprise the Contract Management Team, which is formed for a specific
contract or contracts: Department Director, Administrative Agent or Contract Manager, Financial
Agent, Project Manager, Contracts Administration Team, Procurement Team (when applicable).
In addition to these County Departments, the Office of the County Attorney provides legal advice
as required. A description of the primary responsibilities is included below. Members of the
Contract Management Team are pot authorized to:

a. Instruct the Contractor to start work before the contract is fully executed and a purchase
order has been approved, if applicable;

b. Change the scope of the contract without doing so through the formal amendment
process;

c. Direct the Contractor to perform work that is not specifically described and funded by the
contract;

d. Extend the time period of the contract without an approved amendment unless otherwise
approved in the agreement;

e. Authorize the Contractor to incur any additional costs over the contract limit set by the
contract, unless approved in accordance with the County’s approved procedures.

3.1 — Originating Department Director

The Department Director is accountable for all contracts within his/her jurisdiction. In cases
where two or more departments are responsible for a contract, the Administrative Agent’s
department is accountable.

For non-procurement contracts, the Department Director is responsible for the following as
applicable:

a. Designating a Contract Manager for every contract under the department;

b. Ensuring that the designated Contract Manager has a thorough understanding of
the terms and conditions of the Contract and effectively manages the Contract in
accordance with County procedures.

For procurement contracts, the Department Director is responsible for the following as applicable:

a. Designating a staff member to serve as the Administrative Agent for the Contract;

b. Designating a staff member to serve as the Financial Agent for the Contract (at the
department’s discretion. The Financial Agent may be the same person as the
Administrative Agent.);

c. Designating a staff member to serve as the Project Manager for the Contract, if
applicable. At the department’s discretion, the Administrative Agent may be the same
person as the Project Manager;

d. Ensuring that the designated Administrative Agent and Project Manager has a
thorough understanding of the terms and conditions of the Contract and
effectively manages the Contract in accordance with County procedures.

Section 3.9 includes additional roles and responsibilities specific to Professional Services
Agreements.
Page 6 of 19
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3.2 — Contract Manager
Non-Procurement Contracts: The Contract Manager is responsible for the following, as
applicable:

Participating in the development of the Contract and writing draft documents for
approval through the appropriate County procedures;

Reviewing contracts for accuracy, including verification of dollar amounts,
deliverables, the contract period, etc. If corrections are needed, the Contract
Manager works with the Contracts Administration Team and/or the
Procurement Team to correct them;

Establishing a contractor/project orientation meeting, if applicable, once a
Contract is approved;

Managing, approving and documenting any changes to the Contract;

Initiating contract amendments and renewals;

Managing the work of Project Manager(s) assigned to coordinate work with the
Contractor, if applicable;

Managing Contractor performance in accordance with the established terms
and conditions;

Ensuring that up-to-date insurance certificates are on file with Safety and Risk
Management;

Communicating contract deficiencies to the Contractor, Department Director and appropriate
County officials in a timely manner and in accordance with County procedures;

Outlining steps to correct contract deficiencies and ensuring that the deficiencies have been
corrected;

Approving project reports and invoices for payment unless that authority has been designated
to another team member;

Procurement Contracts: The Contract Manager may be delegated some or all of the following tasks by
the Administrative Agent on the designated Contract:

Effective 07/14/22

a. Establishing a contractor/project orientation meeting, if applicable, once a
contract is approved;

b. Managing contractor performance in accordance with the established terms and
conditions;

c. Communicating contract deficiencies to the Contractor and appropriate County

officials in a timely manner, outlining steps to correct the deficiency and ensuring that
the deficiency has been corrected,;

d. Approving project reports and invoices for payment, unless that authority has been
designated to another member of the Contract Management Team;

e. Managing the work of Project Manager(s) assigned to coordinate work with the
Contractor, if applicable;

f. Reviewing contracts for accuracy, including verification of dollar amount,
deliverables, contract period, etc. If corrections are needed, the Contract Manager
works with the Administrative Agent to correct them.
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3.3 — Administrative Agent (procurement contracts)

Section 3.9 includes roles and responsibilities specific to Professional Services Agreements. The
Administrative Agent is responsible for the tasks outlined below, as applicable. The Administrative
Agent may choose to delegate some of these tasks to a Contract Manager. The tasks that may be
delegated are outlined in Section 3.2 above

Administrative Agent responsibilities:

a.

@ moe o o

p-

Participating in developing the solicitation and writing draft documents for approval
through appropriate County procedures;

Completing the necessary steps to request a new solicitation with the Procurement Team;
Consulting with other departments that may be affected by the Contract;
Recommending an annual expenditure cap for each term contract;

Initiating contract amendments and renewals;

Ensuring that contract language is clear and consistent;

Ensuring that up-to-date insurance certificates are on file with Safety and Risk
Management;

Initiating approval of the Contract by the Procurement Official, County Administrator, and/or
the Sarasota County Board of County Commissioners using County-approved procedures;

Reviewing contracts for accuracy, including verification of dollar amount,
deliverables, contract period, etc. If corrections are needed, the Administrative
Agent works with the Contracts Administration Team and/or Procurement Team
to correct them;

Establishing a contractor/project orientation meeting, if applicable, once a
contract is approved;

Managing, approving and documenting any changes to the Contract;

Managing the work of Project Manager(s) assigned to coordinate work with the

Contractor, if applicable;

Managing contractor performance in accordance with the established terms

and conditions;

Communicating contract deficiencies to the Contractor and appropriate County officials in a
timely manner, outlining steps to correct the deficiency and ensuring that the deficiency has
been corrected,;

Approving project reports and invoices for payment, unless that authority has been designated
to another member of the Contract Management Team;

Initiating amendments, change orders and/or termination of contracts when needed.

3.4 — Financial Agent (procurement term contracts)
The Financial Agent is responsible for:

a.
b.

Effective 07/14/22

Completing and/or approving term contract authorization forms;

Monitoring term contract encumbrances and expenditures to ensure they do not exceed
annual expenditure caps.
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3.5 — Project Manager (procurement contracts)
Section 3.9 includes roles and responsibilities specific to Professional Services Agreements.
Unless otherwise noted in that section, the Project Manager is responsible for the following, as
applicable:

a. Ensuring that products or services being purchased are allowable under the terms of the
Contract, and communicating that to the Administrative Agent;

b. Reviewing and approving contract invoices prior to payment, unless that authority has
been designated to another member of the Contract Management Team;

c. Ensuring that projects are completed according to contract specifications;
d. Formally reporting contractor performance issues to the Administrative Agent;

Prior to contract closeout, works with the Contractor to schedule knowledge transfer and
training sessions to assist with transition of duties to the appropriate County representative
and any other staff members who have follow-up roles;

f. After contract closeout, disposes of any surplus property in accordance with the County’s
Property Control Manual.

3.6 — Contracts Strategy & Compliance Team, Procurement, Office of Financial Management The
Contracts Administration Team provides contract administration oversight to ensure that
contracts and related documents presented for approval to the Sarasota County Board of
County Commissioners and/or the County Administrator or designee comply with applicable
state and federal laws, and County policies and procedures. The Contracts Administration
Team is responsible for developing, implementing, distributing and revising this manual,
coordinating the tracking of all County contracts; preparing contract amendments and
renewals; assisting County offices with the interpretation and application of County, state,
federal or other contract policies; and offering training and technical assistance services.

Any disputes between Administrative Agents, Contract Managers, and Project Managers shall be
mediated by Contracts Strategy & Compliance staff.

3.7 — Procurement, Office of Financial Management (applicable inprocurement
contracts)
The Procurement Team provides centralized procurement support and services to County offices
under the Sarasota County Board of County Commissioners and other County offices, including
appointed and elected officials who choose to use their services. Following are some of the activities
under the administration of the Procurement Team:

Managing the County’s competitive solicitation process for goods and services;
Managing the County’s vendor database;

Preparing procurement contracts using approved County templates, if available;
Preparing alternate procurement contracts when required;

o a0 o

Conducting market analyses with requesting departments to determine probable costs of
purchases;

f. Verifying that appropriate funding is available for solicitations, or will be available as
authorized by County Administration;

g. Providing training for internal and external customers.
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3.8 — Office of County Attorney
The Office of the County Attorney has a vital role in all contractual obligations involving the
Sarasota County Board of County Commissioners, Constitutional Officers and County
Administration. Contracts that are unique or represent increased County risk often require a
significant involvement by the Office of the County Attorney, including participation at a very early
stage of the contract development process. The Office of the County Attorney reviews and approves
all contracts.

3.9 — Roles and Responsibilities for Contract Management Team Members for Professional
Services Library Agreements:

Administrative Agent: Roles and responsibilities include:

a.

b
c.
d

Participating in developing the specifications for the solicitation;

. Initiating amendments, renewals, and/or termination of contracts when needed;

Ensuring that a current insurance certificate is on file for the vendor;

. Communicating contract deficiencies to the Contractor, Department Director and appropriate

County officials in a timely manner and in accordance with County procedures;

Project Manager:

a.

Establishing a contractor/project orientation meeting, if applicable, once a work
assignment is approved;

. Ensuring that products or services are being delivered in accordance with the approved

work assignment specifications;
Managing, approving and documenting any changes to work assignments;

. Monitoring contractor performance in accordance with the established terms and

conditions of the contract;

. Communicating contract deficiencies to the Contractor, Administrative Agent, Department

Director and appropriate County officials in a timely manner and in accordance with County
procedures;

Approving project reports and invoices for payment;

Director:

a.

Reviewing work assignment requests to confirm that the scope is in accordance with the scope
of the contract;

Ensuring that the designated Project Manager for a work assignment has a thorough
understanding of the terms and conditions of the contract and effectively manages the work
assignment in accordance with County procedures;

Approving work assignments in accordance with the delegation authority granted to Directors.

SECTION 4 - CONTRACT TEMPLATES

The Contracts Administration Team of the Office of Financial Management determines the form of
contract templates in consultation with the Office of the County Attorney. All Sarasota County
contracts may be subject to review by the Office of the County Attorney prior to approval by the
Sarasota County Board of County Commissioners or its designee.

Effective 07/14/22
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SECTION 5 — CONTRACT LANGUAGE

The Office of the County Attorney develops language to be included in County contracts in
compliance with Florida Statutes, County ordinances and resolutions, and federal laws. Standard
contract clauses include — but are not limited to — provisions for non-appropriation of funds, prompt
payment of invoices, audit rights, employment law requirements, dispute resolution, public records
requirements, termination for convenience and cause, venues for legal proceedings, and
indemnification of the County by the Contractor.

SECTION 6 — INSURANCE REQUIREMENTS FOR CONTRACTS

Evidence of insurance is required of contractors to protect County assets, County employees and the
general public from losses for property damage, bodily injury, loss of use, business interruption and
financial loss.

The amount of insurance coverage required for each contract will be specified by the County’s
department of Safety and Risk Management. Insurance certificates will be required and reviewed
by that office prior to the approval of any contract. During the life of the contract, the Contractor is
required to maintain all of the specified insurance requirements.

The Administrative Agent or Contract Manager is responsible for obtaining all future insurance
certificates and sending the updated certificates to Safety and Risk Management, which also assists
with insurance concerns when there is a modification to a contract or when requested by the
originating department.

SECTION 7 — CONTRACT PLANNING

The contract administration process begins with the development of a clear, concise performance-
based scope of work or contract specifications. Most frequently, a scope of work refers to services
being provided, while contract specifications refer to items that are going to be received. In either
case, the scope of work or contract specifications should be the road map for future contract
management. Therefore, planning for an effective contract administration process occurs prior to
issuance of the solicitation or creating a contract.

At a minimum, the scope of work or contract specifications should:

Establish the County’s requirements;

Provide a shared understanding of each party’s responsibilities;
Include specific terms to evaluate the performance of the contract;
Form the basis for future contract management;

o 0 o w

Be clear, complete, concise and consistent, and written in plain English understandable to lay
readers.

Efficient contract administration ensures that the contract requirements are satisfied, the goods
and services are delivered in a timely manner, and the financial interests of the County are
protected. Effective contract administration minimizes or eliminates problems and potential
claims and disputes.
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SECTION 8 — FISCAL PLANNING

Proper fiscal planning is required prior to the development of any solicitation or contract.
Department representatives should consult with the appropriate Office of Financial Management
(OFM) Fiscal Consultant appointed to their department to ensure that funding is available in the
County’s operating budget or Capital Improvement Plan. If necessary, the OFM Fiscal Consultant
will also assist with requests for transfer of funds or budget amendments.

SECTION 9 — REAL ESTATE SERVICES

The Real Estates Services Division holds the primary responsibility for all County real estate
related functions. This includes (but is not limited to) acquisition of full or partial interest in lands,
modification agreements, lease agreements, license agreements, plat vacations, street vacations,
exchanges, tower leasing, option contracts and surplus land disposal. All real estate related
functions should be coordinated with Real Estate Services as soon as the need has been identified.

SECTION 10 - CONTRACT APPROVAL

The Board of County Commissioners is responsible for the approval of all Sarasota County

contracts. By resolution adopted by the commission, the County Attorney, County
Administrator or a designee of the County Administrator may be given authority to approve
certain contracts on behalf of the commission.

The Sarasota County Code of Ordinances, Chapter 2, Article VI, Section 2-214 establishes the
Delegation of Authority for the approval and execution of procurement contracts. Resolution 2022-
152 establishes the delegation of authority for approval of contracts, agreements, and other
obligations pursuant to the Sarasota County Procurement Code. The Sarasota County Procurement
Manual outlines the authority to approve and execute procurement agreements.

In accordance with the established thresholds, the County has established the use of an electronic
contract routing approval system. When the County Administrator or Procurement Official has been
given authority to approve a Contract, the document shall be processed for approval through the
County’s eCAR (Electronic Contract Agenda Request) system. When the Chair of the Sarasota
County Board of County Commissioners is the authorized signatory, the Contract shall be processed
through the County’s eBAR (Electronic Board Agenda Request) system. Both electronic routing
systems require a review by office representatives, the Contracts Administration Team, the
Department Director, an Assistant County Administrator, Safety and Risk Management, the Office
of Financial Management, Procurement (if the Contract is a Procurement contract), and the Office of
the County Attorney prior to approval. Other County staff members may be selected for review at
the discretion of the submitter.

The approval process begins when a department representative (Originator) completes the
electronic form on the County’s eCAR or eBAR contract approval system. The electronic form
includes the type of contract, subject, required motion, requested reviewers/approvers, financial
impact and attachments. The list of attachments varies according to the type of contract, but
typically includes a cover memo, subject document (e.g., amendment or original contract), prior
approved related contracts, solicitation documents and insurance certificate.

Once the Originator has completed the electronic form and attached all necessary documents, the
item gets routed electronically to each selected reviewer who must approve the document before it is
routed to the next reviewer. If any reviewer determines that there is an error on the form or
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attachments, the item receives a minor disapproval and is returned to the Originator for correction.
Once corrected, the item is returned to the same reviewer who will then review the correction and
approve the item so it can be routed to the next scheduled reviewer. If a significant error is
discovered, the reviewer may also give a major disapproval to an item; that differs from a minor
disapproval because it requires each prior approver to review the corrected item again.

The final electronic review is conducted by the Office of the County Attorney and Board Records of
the Clerk of the Circuit Court (if commission approval is required), which conducts a thorough
evaluation of the contract language and all attachments. Once those two offices electronically
approve the item, two copies of the physical document are routed for final approval and signing by
the Chair of the Sarasota County Board of County Commissioners, the County Administrator or the
Procurement Official (or designees).

Following approval, two original signed contract documents are disseminated as follows:

a. Contracts signed by the Chair of the commission (both procurement and non-
procurement): The Board Records office keeps one original and returns the other to the
originating department to be mailed to the Contractor or Vendor.

b. Procurement contracts signed by the County Administrator: The two originals are
received by the Contracts Administration Team, which delivers one to the Procurement
Team and mails one to the vendor. The Contracts Administration Team sends an electronic
copy to the department and files an electronic copy.

c. Procurement contracts signed by the Procurement Official: One original is kept on file
by Procurement and the other is mailed to the Contractor. The originating department and the
Contracts Administration Team receive an electronic copy.

d. Non-procurement contracts signed by the County Administrator: The two originals are
returned to the Contracts Administration Team, which will keep one on file and return the
other to the Contractor. The originating department will receive an electronic copy.

SECTION 11 - CONTRACT COMMENCEMENT

Once the Contract has been approved and signed by the appropriate County authority, the Contract
Manager or Administrative Agent will initiate the purchase request to create a purchase order. No_
ntractor ma in compensabl rk without an appr rchase order for the project

(if applicable).
The Contract Manager or Administrative Agent also will schedule an orientation meeting, if
applicable, with the Contractor to ensure a clear and mutual understanding of all contract terms and

conditions, as well as the respective responsibilities of all parties. The meeting will serve as a tool
to clarify and resolve any potential misunderstandings early on.

The orientation meeting should cover the following:

a. Introductions of all participants and the identification of Sarasota County and contractor key
personnel and the roles and responsibilities of each; identification of contract points of
contacts;

b. A review of the scope or specifications of the Contract;

A review of contract terms and conditions, particularly any special contract provisions (this
will assist in any potential misunderstandings later on, and allows the Contractor to gain a
better understanding of the terms prior to beginning work);
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d. An overview of applicable contract management procedures, including contract
monitoring and progress measurement (County personnel should explain that the
Contractor’s performance may be considered in the awarding of future contracts);

e. Problem and contract deficiency reporting and resolution;

Invoicing requirements and payment procedures for contract work.

After the meeting, the Contract Manager should prepare a summary of the meeting detailing the
topics covered. Copies of the meeting summary will be distributed to all conference participants.

Not every Contract requires a formal post-award orientation meeting, but there should be some
form of discussion among the contracting parties after award to ensure that all parties agree on the
performance requirements and the administrative procedures applicable under the terms of the
contract. For less-complex, low-risk, low-dollar-value contracts, a telephone call to the Contractor
may be sufficient. During the telephone conversation, the Contract Manager or Administrative
Agent should review the major points of the contract (e.g., amount of contract, major performance
milestones, deliverables, reports, meetings) and time and place of delivery. The results of this
conversation should be properly documented.

The post-award meeting should NOT be used to change the terms of the contract.

SECTION 12 — CONTRACT AMENDMENTS

A contract amendment is used to make modifications to the agreement between the County and the
Contractor. All contract amendments must be in writing and approved by all appropriate parties
using the eCAR/eBAR system described in Section 10. The following are examples of permitted
contract amendments:

e Increase or decrease in quantity of a product beyond the contract amount
e Increase or decrease in frequency of a service
e Increase or decrease in locations to be serviced

e Increase or decrease in price (in accordance with the provisions outlined in the
solicitation documents).

The Contracts Administration Team is available to assist department representatives with contract
amendments. The process to request assistance begins when the Administrative Agent, the
Financial Agent, Director or Contract Manager submits a request in OnBase. Following receipt of
the request, a representative from Contracts Administration will research the request and confirm
that the amendment is permitted within the terms of the Contract.

The Procurement Team shall review all requests for amendments to procurement contracts to
confirm that the requested amendment is allowable within the scope and specifications of the
solicitation. If there is a significant change to the contract scope, tasks to be performed, staffing,
contract duration, or cost, an amendment is not appropriate. In these cases, the department may
move to terminate the agreement in accordance with the contract terms and enter into a new
agreement following the termination.

Contract amendments are routed for approval through the County’s electronic approval systems
described in Section 10 to the appropriate approving authority identified in Section 1.7.
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SECTION 13 - CONTRACT RENEWALS

Contract renewals are only permitted as authorized in the original agreement. When renewals are
permitted pursuant to the Contract, prior to renewal, the Administrative Agent or Contract Manager
should evaluate the goods and services to ensure that they still represent the best deal available for
the County.

Procurement contracts may be renewed through a letter signed by the Procurement Official and the
Contractor. Procurement contracts renewed in this manner shall not route through the County’s
electronic approval systems as described in Section 10.

Non-Procurement contracts may be renewed through a letter signed by the County Administrator
and the Contractor. Non-Procurement contracts renewed in this manner shall not route through the
County’s electronic approval systems as described in Section 10.

If a contract amendment is also required at the time of renewal, procedures outlined in Section 12
above shall be followed.

SECTION 14 - MONITORING OF CONTRACT PERFORMANCE AND DELIVERABLES

Monitoring of contract performance is a key function of efficient contract management. It is
essential to ensure that the Contractor is performing all duties in accordance with the Contract
and the appropriate County staff members are aware of any developing problems or issues.

It is the duty of the Administrative Agent or Contract Manager to ensure that contract requirements
(deliverables) are being provided. To do so, a monitoring plan should be developed and performance
expectations should be reviewed with the Contractor. In designing the monitoring plan for the
Contract, the essential questions that should be asked include:

e How will the County know it is receiving what it paid for?

e How will the County know that the Contractor is complying with the terms of the
Contract?

e How will the County know the Contract is complete and can be closed out?

During the life of the Contract, the Administrative Agent or Contract Manager should communicate
regularly with the Contractor, monitoring whether the goods and services required of the Contract
are being provided in accordance with the Contract, and working to resolve any issues promptly.
Whenever possible, the parties should seek to resolve disputes informally by direct discussion.

SECTION 15 - CONTRACT DISPUTES OR CLAIMS

The following six steps describe the County’s contract dispute process. In the event of conflicts or
inconsistencies between this section and dispute language contained in the contract or agreement,
the contract or agreement shall be given precedence. Steps I through III in this section presume the
contractor will engage in good faith efforts to resolve any disputes. The County recognizes the value
of speedy and amicable dispute resolution as part of effective and efficient contract management.
However, if the County, in its sole discretion, determines that the contractor is not acting in good
faith to resolve any dispute, the County may proceed to Step III or V directly.

Step I - If a contract dispute occurs or the Contractor fails to meet the performance requirements of
the contract, the Administrative Agent or Contract Manager should first seek to resolve the matter
informally by direct discussion with the Contractor’s Representative to determine a corrective
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action and establish a resolution date. The Administrative Agent or Contract Manager must also
create an informal Corrective Action Report to record the issue and a copy of the Report should be
retained at the department for internal record keeping purposes. Consistent with the informality of
this Step, the Administrative Agent or Contract Manager does not need to present the Corrective
Action Plan to the Contractor for acknowledgement.

Step 1I - If the dispute is not resolved by informal direct discussion, the Administrative Agent or
Contract Manager should schedule a formal meeting with the Contractor’s Representative. Meeting
participants for the County should include the Administrative Agent or Contract Manager, any
Project Manager(s), and a representative from the Contracts Administration Team. Participants for
the Contractor should include the Contractor’s Representative and any Project Manager(s). The
purpose of this formal meeting is to discuss the contract dispute and formulate an action plan for
resolution.

During the meeting, participants should:
e Review contract specifications
e Review prior informal and formal Corrective Action Report(s)
o Identify the proposed corrective action step(s)

e Set target date(s) for resolving the issue(s)

Immediately following the meeting, the Administrative Agent or Contract Manager should:

e Complete a Corrective Action Report detailing the action steps and the related target
completion dates

e Forward the Corrective Action Report to the Contractor’s Representative for
acknowledgement and return

e Forward a copy of the acknowledged formal Corrective Action Report to the Contracts
Administration Team for inclusion in the official contract record

e Follow up with the Contractor to ensure all action steps are timely completed

e Notify the Contracts Administration Team of the Contractor’s compliance or failure

If the dispute is not resolved in accordance with the formal Corrective Action Report, the
Administrative Agent or Contract Manager should contact the County’s Contracts Administration
Team to advance to Step III.

Step I1I - If the dispute is not resolved in accordance with the formal Corrective Action Report, or
there have been repeat or multiple formal Corrective Action Reports, or the issue(s) at first
occurrence warrant(s) immediate, decisive, formal action by the County, the County’s
Administrative Agent or Contract Manager should contact the Contracts Administration Team to
request a Cure Meeting. Participants for the County should include the Administrative Agent or
Contract Manager, any Project Manager(s), and a representative from the Contracts Administration
Team. Participants for the Contractor should include the Contractor’s Representative, any Project
Manager(s), and any other appropriate or key Contractor personnel. The purpose of the Cure
Meeting is to discuss the contract dispute(s), formulate a permanent resolution, and/or put the
Contractor on notice that contract termination may be imminent.

Prior to the Cure Meeting, the Contracts Administration Team will review all prior Corrective
Action Reports and contract dispute resolution terms with the Office of the County Attorney. The
Contracts Administration Team and the County’s Administrative Agent or Contract Manager should
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also meet in advance of the Cure Meeting to discuss and formulate a resolution strategy.

During the Cure Meeting, participants should:
e Review contract specifications
e Review all prior Corrective Action Report(s)
e Review contract termination provisions
e Qutline corrective action steps
e Set hard date(s) for resolving the issue(s)

e Inform the Contractor that a formal Cure Letter will be mailed outlining the required
cure action(s) and the contract termination process

e Inform the Contractor that poor or unsatisfactory contract performance could result in
suspension or disbarment under Section 2-222 of the Sarasota County Procurement Code

Immediately after the Cure Meeting, the Contracts Administration Team should:

e Prepare the formal Cure Letter for department review, Office of County Attorney approval,
and Procurement Official signature.

e Ensure mailing of the signed Cure Letter in a method consistent with the terms of the
contract and/or via United States certified mail, postage paid, or via a nationally recognized
delivery service

Immediately following the Cure Meeting, the Administrative Agent or Contract Manager should:
e Follow up to determine whether the Contractor complied with the requirements of the Cure
Letter
e Notify the Contracts Administration Team of the Contractor’s compliance or failure.

Step IV — If Steps I through III above are unsuccessful, the parties may enter into mediation in
Sarasota County, Florida, with the parties sharing equally in the cost of such mediation. In the
event mediation, if attempted, is unsuccessful in resolving a dispute, the parties may proceed to
litigation.

Step V - If all relevant attempts to resolve the contract dispute fail, the Administrative Agent or
Contract Manager may initiate the process to terminate the Contract as outlined in Section 16 of
this Manual. The Office of the County Attorney and the Contracts Administration Team should be
involved throughout this process to ensure that the dispute and termination process is conducted
according to the contract terms and legal guidelines.

Relevant Standard Operating Procedures:
CONTRACT DISPUTE RESOLUTION

SECTION 16 - CONTRACT TERMINATION

Most County contracts include specific provisions for contract termination that describe under what
circumstances a contract may be terminated. A “Termination for Convenience” may occur if the
Administrative Agent or Contract Manager determines that the goods and services procured by the
Contract are no longer required. When that occurs, the Administrative Agent or Contract Manager
should first contact the Contracts Administration Team and request termination of the contract in
accordance with the provisions of the Contract. The Administrative Agent or Contract Manager will
contact the Contractor’s Representative to advise that the County is seeking to terminate the
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contract for convenience, and a notification of termination will be mailed by the County’s Contract
Administration Team before the contract deadline for notification.

A Termination for Cause occurs if the Contractor has failed to deliver the goods and services in
accordance with the Contract, and all relevant dispute processes included in Section 15 of this
Manual, as well as any specified in the Contract, have been followed. A formal letter of
termination will be prepared by the Contracts Administration Team and reviewed by the Office of
the County Attorney prior to being signed by the Procurement Official or designee and mailed to
the Contractor.

SECTION 17 — SUSPENSION OR DEBARMENT

Suspension and Debarment shall be in accordance with policies and procedures established in
Section 2-222 of the Sarasota County Procurement Code and Chapter 22 of the Sarasota County
Procurement Manual.

SECTION 18 — CONFLICTS OF INTEREST IN CONTRACT MANAGEMENT

Sarasota County employees should avoid any conflict between their respective personal,
professional or business interests and the interests of the County, in any and all actions taken by
them on behalf of the County in their respective capacities.

Employees should notify the County’s Compliance Officer in writing of all potential conflicts of
interest for any prospective business association, interest or other circumstance which may
influence or appear to influence a contractor’s judgment or quality of services being provided.

Such written notification shall identify the prospective business association, interest or circumstance
and the nature of work that the Contractor may undertake and shall request an opinion of the Office
of the County Attorney as to whether the association, interest or circumstance would constitute a
conflict of interest. If, in the opinion of the Office of the County Attorney, the prospective business
association, interest or circumstance would not constitute a conflict of interest, the County shall so
state in a notification to the Contractor.

SECTION 19 - CONTRACTOR PAYMENT

The County shall pay contractors for the services rendered in accordance with the terms and
conditions set forth in the Contract, in an amount not to exceed that authorized by each Purchase
Order, contingent upon an appropriation by the Sarasota County Board of County Commissioners.
The County shall promptly notify contractors if the necessary appropriation is not made. No_

ntractor ma in compensabl rk without an appr rchase order for the project
(if applicable).

Contractors’ invoices shall be in a form satisfactory to the Clerk of the Circuit Court, who shall
initiate disbursements. Contractors are responsible for providing all necessary documentation that
may be required by the County.

SECTION 20 - NOTIFICATION OF CHANGE IN CONTRACT MANAGEMENT TEAM MEMBERS

Contractors shall be notified by email of any changes to the County’s Contract Management
Team. Similarly, a contractor’s agent should email contracts@scgov.net when there are any
changes to the contractor’s Contract Management Team.
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SECTION 21 - CONTRACT CLOSEOUT

A contract is closed when all work described in the project scope is completed, when all contract

dollars have been expended, or when the Contract is terminated. A contract is considered terminated
when a letter of termination is sent to the Contractor.

Approximately 30-60 days prior to the end of the Contract, the Contract Manager or Administrative
Agent should review the status of contract activities and deliverables, and ensure the Contractor is
on target to complete all obligations by the contract end date. At that time, an audit of the contract
file should be performed to ensure all contract documentation is complete and up to date. This
enables discrepancies to be resolved before the Contractor leaves.

The Project Manager works with the Contractor to schedule knowledge transfer and training
sessions to assist with transition of duties to the appropriate County representative. The Project

Manager also is also responsible for the disposal of any surplus property in accordance with the
County’s Property Control Manual.

SECTION 22 — CONTRACT DOCUMENT REPOSITORY

The Board Records department under the Sarasota Clerk of the Circuit Court is the official record

keeper of all County contracts submitted for approval by the Sarasota County Board of County
Commissioners through the eBAR system.

The County’s Contract Administration Team and Procurement Team are the official record keepers
of all County contracts submitted for approval by the Sarasota County Administrator or authorized
designee through the eCAR system. Stored documents will include copies of the original contract,
any amendments, and supporting documentation.
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