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CHAPTER 2 APPLICABILITY 
2.1 General Provisions 

A. Authority 

The authority to solicit for and enter into contracts provided herein requires strict compliance 
with the standards and procedures established in this Manual, the Sarasota County Procurement 
Code, and any applicable provisions of State or Federal Law. 

B. Responsibilities of the Requesting Department  

The requesting department shall be responsible for development of all plans and 
specifications sufficiently detailed to provide a basis for full and fair competitive solicitation.  
The Procurement Division will provide support and input during this process. 

C. Constitutional Officers and Appointed Officials 

Requesting constitutional officers or appointed officials may opt out of following the 
provisions of the Procurement Code by notifying the Procurement Official in writing. 

D. Availability of Funds 

The availability of funds for the current fiscal year shall be confirmed prior to any 
transaction or execution of any contract. 

E. Market Research  

1. Market Research is the process of collecting and analyzing information about industry 
capabilities, products, and pricing to determine how best to meet the County’s 
procurement needs.   

2. When Required  

a. Procurement may require Market Research at any point in the Procurement cycle, 
including prior to issuing a solicitation, approving a non-competitive procurement, 
renewing a contract, or processing a contract amendment.   

b. For non-competitive procurements, market research is required as part of the 
supporting documentation.   

3. Responsibility 

Market Research may be conducted by Procurement, the requesting department, or 
jointly, as determined by Procurement.  

4. Market Research may include,  but is not limited to:  

a. Issuing a Request for Information (RFI) 

b. Reviewing contracts from other entities  

c. Analyzing industry trends and supplier capabilities 

d. Reviewing Cooperative purchase options  
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e. Evaluating current market pricing and identifying price fluctuations 

5. Documentation 

A Market Analysis summary prepared by Procurement may be included in the bid 
record.   

F. Price and Cost Analysis 

1. Definitions 

a. Price Analysis – An evaluation of the total proposed price without examining 
individual cost elements.  Price Analysis may include, but is not limited to:  

i. Comparing prices received in response to the same solicitation;  

ii. Reviewing prices for the same or similar services from recent procurements; 

iii. Comparing pricing from cooperative purchasing contracts or other; 
governmental entities  

iv. Reviewing public price lists, catalogs, or market indices; 

v. Comparing the offered price with an independent cost estimate 

b. Cost Analysis – A detailed evaluation of individual cost elements within a bid or 
proposal – such as labor, materials, overhead, profit, and other direct and indirect 
costs – to determine if they are allowable and reasonable.  Cost Analysis may be 
used when a fair and reasonable price cannot be determined through Price Analysis 
alone.   

2. When Required 

Price Analysis or Cost Analysis is required:   

a. For all competitive procurements valued at $350,000 or more.   

b. For competitive procurements valued below $350,000, when determined necessary 
by the Procurement Official.   

c. For all Federally funded procurements valued at $350,000 or more, regardless of 
procurement method.  Federal requirements (e.g. 2 CFR 200) may dictate whether a 
Price Analysis or Cost Analysis is required.   

d. For all non-competitive procurements valued at $350,000 or more, prior to 
submission for procurement review. Not applicable to categories classified as 
exempt in Section 2-218 of the Procurement Code.     

e. For contract amendments, Procurement may require a Price Analysis or Cost 
Analysis prior to approval.    
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3. Responsibility 

Price Analysis or Cost Analysis may be conducted by Procurement, the requesting 
department, or jointly, as determined by Procurement.   

4. Documentation 

Results of any Price Analysis or Cost Analysis shall be included in the Notice of 
Recommended Award documentation, department memo, or non-competitive 
procurement request form, as applicable.   

G. Contract Kick-Off Meetings 

1. Purpose 

a. The primary purpose of a contract kick-off meeting is to ensure all parties share a 
common understanding of contract scope, requirements, deliverables, roles, and 
responsibilities.   

b. A kick-off meeting may accomplish any or all of the following: 

i. Communicate expectations and information sharing procedures;  

ii. Define roles & responsibilities;  

iii. Identify key contacts and preferred contact methods for each party;  

iv. Review major milestones;  

v. Respond to questions from either party regarding any aspect of the contract;  

vi. Review invoicing and payment requirements.   

2. When Required  

Procurement may require a kick-off meeting prior to commencing any work or purchase 
under a contract.  Kick-off meetings may be held in person or virtually, as determined by 
the County.  

3. Responsibility  

Kick-off meetings may be facilitated by Procurement, the managing department, or 
jointly, as determined by Procurement.  For Capital Projects, the kick-off meeting is 
typically facilitated by the managing department as part of their project management 
process.   

CHAPTER 3 AUTHORITY OF THE PROCUREMENT OFFICIAL 
3.1 In accordance with Section 2-214 of the Procurement Code, the County Administrator shall 

appoint a Procurement Official who shall have the delegated authority for the procurement and 
contracting of goods and services. 

3.2 The Procurement Official shall have the authority to interpret the Procurement Code and 
Procurement Manual and may issue directives for that purpose.  
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3.3 The Procurement Official may authorize in writing a designee to act on the Procurement Official’s 
behalf in performing any actions set forth herein. The Procurement Official may not delegate 
authority to sign contracts.   

CHAPTER 4 ETHICAL STANDARDS  
This Chapter implements Procurement Code Section 2-213 

4.1 Values and Guiding Principles  

A. Sarasota County has adopted the Institute for Public Procurement (NIGP) Values & Guiding 
Principles and Standards of Practice which can be found at www.nigp.org.  These Values & 
Guiding Principles may be expanded, updated, and revised as this professional association 
may determine.    

B. Procurement actions shall embody those values, which consist of (1) Accountability; (2) Ethics; 
(3) Impartiality; (4) Professionalism; (5) Service; and (6) Transparency.    

4.2 Ethical Standards for County Employees 

Sarasota County shall conduct the procurement process in an ethical, fair, and transparent 
manner.  The standards for such conduct are detailed in Florida Statutes and 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.  

B. The Procurement Code sets forth Ethical Standards in Section 2-213 which includes 
application of administrative actions for violation by either employees or vendors. 

C. Acceptance of gifts or gratuities, other than advertising novelties of nominal value, is strictly 
prohibited.  No County employee shall accept gifts if the purpose of such gift would be 
reasonably construed to attempt to influence the employee’s official acts.   

D. During meetings with vendor representatives, employees shall not express preference for any 
product or service or give any information which might in any way compromise the 
competitive process or obligate the County.   

4.3 Ethical Standards for Vendors 

A. Vendors shall uphold the highest ethical standards.  Vendors who violate the Ethical 
Standards are subject to Suspension or Debarment as set forth in the Procurement Code 
Section 2-222 and Chapter 13 of this Procurement Manual.  

B. Vendors shall, at a minimum: 

1. Promptly disclose any conflict of interests. 

2. Promptly report any illegal or unethical behavior. 

3. Attest that information submitted in invoices is complete and correct.  

C. Vendors shall not: 
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1. Contact, communicate with or discuss any matter relating in any way to an active 
solicitation with any officer, agent or employee of Sarasota County, including members 
of evaluation committees, other than the Procurement Official or the procurement 
professional named in the solicitation.      

2. Submit false or misleading information in response to a solicitation.  

3. Profit, directly or indirectly, from the use of any secret or confidential knowledge or data 
of the County that the vendor learns of while conducting business with the County. 

4. Cause or influence, or attempt to cause or influence, any County employee to use, or to 
attempt to use, his or her official position to secure privileges or advantages for the 
vendor or any other person or entity, including providing gifts.  

5. Compensate a County employee for the performance of any activity related to the 
performance of the employee’s official duties.  

CHAPTER 5 DELEGATED AUTHORITY  
This Chapter implements Procurement Code Section 2-214 

5.1 The Sarasota County Board of County Commissioners (Board) establishes delegated spending 
authority by Resolution.  

5.2 Delegations to the County Administrator: 

The County Administrator is authorized to approve contracts and related documents in 
accordance with Resolution No. 2022-152. 

5.3 Delegations to the County Attorney 

The County Attorney is authorized to approve contracts and related documents in accordance 
with Resolution No. 2016-057. 

5.4 Procurement Contract Delegations 

The County Administrator delegates authority to approve Procurement contracts and related 
documents in accordance with Resolution No. 2022-152, as described below.  These delegations 
supersede any delegations previously issued by the County Administrator for Procurement 
contracts and ancillary documents.   

A. Communication Connection Service Agreements:  An agreement to provide cable, internet, 
satellite, radio, telephone, and other services related to communication.  

1. Initial Approval: The Chief Information Officer is delegated authority to approve 
Communication Connection Service Agreements up to $250,000 per contract year.   

2. Amendments: 

a. The Procurement Official is delegated authority to approve amendments to 
Communication Connection Service Agreements that do not increase the contract 
amount.  

b. The Chief Information Officer is delegated authority to approve amendments to 
Communication Connection Service Agreements not previously approved by the 
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Board provided the total contract amount does not exceed $250,000 per contract 
year. 

c. The Procurement Official is delegated authority to approve amendments to 
Communication Connection Service Agreements previously approved by the Board 
provided the resulting contract amount does not exceed the Board approved contract 
amount by more than $150,000.    

3. Renewals:   

a. The Procurement Official is delegated authority to approve renewals of 
Communication Connection Service Agreements.    

i. Contract renewals shall not increase the average annual contract amount for the 
prior term.   

ii. If additional monies are needed at the time of renewal, the amendment process 
shall be followed.   

iii. The Procurement Official is delegated authority to approve renewals of any Board 
approved Communication Connection Service Agreements with an escalation 
clause setting the contract amount for renewal terms. 

4. Extensions: The Procurement Official is delegated authority to approve extensions of all 
Communication Connection Service Agreements, in the amount necessary to provide 
goods and services throughout the duration of that extension, not to exceed the 
approved average annual contract amount for the prior term.  

B. Concession Agreements: An agreement to provide goods or services directly to the public or 
County employees on County owned or leased property. A Concession Agreement is a type of 
Revenue Contract. 

1. Initial Approval:  The County Administrator or designee is authorized to approve all new 
Concession Agreements.    

2.  Amendments:  The Procurement Official is delegated authority to approve amendments 
to all Concession Agreements.  

a. Amendments to Concession Agreements may incorporate contract renewals 
pursuant to the contract terms.  

3. Renewals: The Procurement Official is delegated the authority to approve renewals of 
Concession Agreements.   

4. Extensions:  The Procurement Official is delegated the authority to approve extensions of 
all Concession Agreements.   

C. Construction Project Agreements:  An agreement for a stand-alone, services-based 
construction project with specific goals or deliverables for a limited duration.  Includes 
construction contracts, construction manager at risk agreements, design-build agreements, 
professional services agreements awarded under §287.055 F.S, and Construction Manager at 
Risk Library project assignments.  Excludes non-construction projects, Continuing Professional 
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Services Agreements, Professional Services Library Agreements, Continuing Professional 
Services Work Assignments, Professional Services Library Agreement Work Assignments, Unit 
Price Contracts, and Unit Price Contract Work Assignments. 

1. Initial Approval:  

a. The Procurement Official is delegated authority to approve new Construction Project 
Agreements, excluding Construction Manager at Risk Library project assignments, up 
to $150,000.   

b. Department Directors are delegated authority to approve individual Construction 
Manager at Risk Library project assignments up to $150,000 each, under a 
Construction Manager at Risk Library Agreement that was previously approved by the 
Board of County Commissioners. 

2. Amendments:  

a. The Procurement Official is delegated authority to approve amendments to 
Construction Project Agreements, including Construction Manager at Risk Library 
project assignments that do not increase the contract amount.  

b. The Procurement Official is delegated authority to approve amendments to 
Construction Project Agreements not approved by the Board provided the total 
contract amount does not exceed $150,000. 

c. Department Directors are delegated authority to approve amendments to 
Construction Manager at Risk Library project assignments not approved by the Board 
provided the total project assignment amount does not exceed $150,000. 

d. The Procurement Official is delegated authority to approve amendments to 
Construction Project Agreements, including Construction Manager at Risk Library 
project assignments, previously approved by the Board provided the resulting 
contract amount or project assignment amount does not exceed the Board approved 
amount by more than $150,000.   

D. Continuing Professional Services Agreement:  A continuing contract as defined in §287.055, 
F.S. or a design professional services contract procured under §287.055, F.S. that uses Work 
Assignments.  Does not include Professional Services Library Agreements.  

1. Initial Approval:  All new Continuing Professional Services Agreements must be approved 
by the Board.  

2. Amendments:  

a. The Procurement Official is delegated authority to approve amendments to 
Continuing Professional Services Agreements that do not increase the contract 
amount.  

b. The Procurement Official is delegated authority to approve amendments to 
Continuing Professional Services Agreements previously approved by the Board 
provided the total contract amount does not exceed the Board approved contract 
amount by more than $150,000.    
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c. Amendments to Continuing Professional Services Agreements may incorporate 
contract renewals pursuant to the contract terms.  

3. Renewals:  

a. The Procurement Official is delegated authority to approve renewals of Continuing 
Professional Services Agreements. 

i. Contract renewals shall not increase the average annual contract amount for the 
prior term.  

ii. If additional monies are needed at the time of renewal, the amendment process 
shall be followed. 

iii. The Procurement Official is delegated authority to approve renewals of any Board 
approved Continuing Professional Services Agreement with an escalation clause 
setting the contract amount for renewal terms. 

E. Continuing Professional Services Agreement Work Assignments: An agreement that details a 
specific project to be performed under a Continuing Professional Services Agreement. 

1. Initial Approval:  Department Directors are delegated authority to approve individual 
work assignments up to $150,000 for a Continuing Professional Services Agreement that 
was previously approved by the Board.   

2. Amendments:  

a. The Procurement Official is authorized to approve amendments to Continuing 
Professional Services Agreement Work Assignments that do not increase the work 
assignment amount.  

b. Department Directors are delegated authority to approve amendments to Continuing 
Professional Services Agreement Work Assignments not previously approved by the 
Board provided the resulting work assignment amount does not exceed $150,000.  

c. The Procurement Official is authorized to approve amendments to Continuing 
Professional Services Agreement Work Assignments previously approved by the 
Board provided the resulting work assignment amount does not exceed the Board 
approved amount by more than $150,000.   

F. Fixed Fee Agreement: An agreement where periodic payments of set amounts are made on a 
regular basis for the life of the contract.   

1. Initial Approval: The Procurement Official is delegated authority to approve new Fixed 
Fee Agreements up to $150,000 per contract year. The highest expenditure in a contract 
year for the initial term shall determine the approval authority.  

2. Amendments:   

a. The Procurement Official is delegated authority to approve amendments to Fixed Fee 
Agreements that do not increase the contract amount.  

b. The Procurement Official is delegated authority to approve amendments to Fixed Fee 
Agreements not approved by the Board provided the total contract amount does not 
exceed $150,000 per contract year. 

c. The Procurement Official is delegated authority to approve amendments to initial 
Fixed Fee Agreements previously approved by the Board provided the resulting 
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contract amount does not exceed the Board approved contract amount by more than 
$150,000.   

d. Following renewal(s), the Procurement Official is delegated authority to approve 
amendments to Fixed Fee Agreements previously approved by the Board provided 
the resulting contract amount does not exceed the Board approved contract amount 
by more than $150,000 per renewal contract term. However, if the contract amount 
was increased in the initial or prior term, the maximum amount of the increase for 
this renewal term shall be $150,000 less the prior increase combined.   

e. Amendments to Fixed Fee Agreements may incorporate contract renewals pursuant 
to the contract terms.  

3. Renewals: 

a. The Procurement Official is delegated authority to approve renewals of Fixed Fee 
agreements.   

i. Contract renewals shall not increase the average annual contract amount for the 
prior term.   

ii. If additional monies are needed at the time of renewal, the amendment process 
shall be followed.   

iii. The County Administrator or designee is authorized to approve renewals of any 
Board approved Fixed Fee Agreement with an escalation clause setting the 
contract amount for renewal terms. 

4. Extensions: The Procurement Official is delegated authority to approve extensions of all 
Fixed Fee Agreements, in the amount necessary to provide goods and services throughout 
the duration of that extension, not to exceed the approved average annual contract 
amount for the prior term. 

G. Leases for personal property (“Leases”): An agreement for the lease of personal property by 
the County. Payments are known and stated in advance and paid on a regular basis for the 
life of the contract.   

1. Initial Approval: The Procurement Official is delegated authority to approve new Leases 
up to $150,000 per contract year. The highest expenditure in a contract year for the initial 
term shall determine the approval authority.  

2. Amendments:   

a. The Procurement Official is delegated authority to approve amendments to Leases 
that do not increase the contract amount.  

b. The Procurement Official is delegated authority to approve amendments to Leases 
not approved by the Board provided the total contract amount does not exceed 
$150,000 per contract year.    

c. The Procurement Official is delegated authority to approve amendments to initial 
Leases previously approved by the Board provided the resulting contract amount 
does not exceed the Board approved contract amount by more than $150,000.   

d. Following renewal(s), the Procurement Official is delegated authority to approve 
amendments to Leases previously approved by the Board provided the resulting 
contract amount does not exceed the Board approved contract amount by more than 
$150,000 per renewal contract term. However, if the contract amount was increased 
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in the initial or prior term, the maximum amount of the increase for this renewal term 
shall be $150,000 less the prior increase combined.   

e. Amendments to Leases may incorporate contract renewals pursuant to the contract 
terms.  

3. Renewals: 

a. The Procurement Official is delegated authority to approve renewals of Leases.   

i. Contract renewals shall not increase the average annual contract amount for the 
prior term.   

ii. If additional monies are needed at the time of renewal, the amendment process 
shall be followed.   

iii. The Procurement Official is delegated authority to approve renewals of any Board 
approved Lease with an escalation clause setting the contract amount for renewal 
terms. 

4. Extensions: The Procurement Official is delegated authority to approve extensions of all 
Leases, in the amount necessary to provide goods and services throughout the duration 
of that extension, not to exceed the approved average annual contract amount for the 
prior term. 

H. Professional Services Library Agreement: A continuing contract as defined in §287.055(g), F.S. 
for a specific service category where there is more than one vendor.  Also includes 
Construction Manager at Risk Library Agreements, which are construction manager at risk 
agreements entered into under §287.055 and §255.103 with multiple vendors for the same 
service category.  Professional Services Library Agreements do not have a not to exceed 
amount; all work is assigned through Professional Services Library Agreement Work 
Assignments.  For Construction Manager at Risk Library Agreements, work is assigned through 
project assignments. 

1. Initial Approval:  All new Professional Services Library Agreements must be approved by 
the Board.   

2. Amendments:   The Procurement Official is delegated authority to approve amendments 
to Professional Services Library Agreements.   

3. Renewals:  The Procurement Official is delegated authority to approve renewals of 
Professional Services Library Agreements.   

4. Extensions:  The Procurement Official is delegated authority to approve extensions of all 
Professional Services Library Agreements. 

I. Professional Services Library Agreement Work Assignment: An agreement that details a 
specific project to be performed under a Professional Services Library Agreement.  

1. Initial Approval:  Department Directors are delegated authority to approve individual 
Professional Services Library Work Assignments up to $150,000 under a Professional 
Services Library Agreement that was previously approved by the Board of County 
Commissioners. 

2. Amendments:   

a. The Procurement Official is delegated authority to approve amendments to 
Professional Services Library Work Assignments that do not increase the work 
assignment amount.   
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b. Department Directors are delegated authority to approve amendments to individual 
Professional Services Library Work Assignments not previously approved by the Board 
provided the resulting work assignment amount does not exceed $150,000.  

c. The Procurement Official is delegated authority to approve amendments to individual 
Professional Services Library Work Assignments previously approved by the Board 
provided the resulting work assignment does not exceed the Board approved work 
assignment amount by more than $150,000.   

J. Project Agreement: An agreement for a stand-alone, services-based project with specific goals 
or deliverables for a limited duration. Excludes Construction Project Agreements, professional 
services agreements awarded under §287.055 F.S., Continuing Professional Services 
Agreements, Professional Services Library Agreements, Continuing Professional Services 
Work Assignments, and Professional Services Library Agreement Work Assignments, Unit 
Price Contracts, and Unit Price Contract Work Assignments. 

1. Initial Approval:  The Procurement Official is delegated authority to approve new Project 
Agreements up to $150,000 for the entire contract. 

2. Amendments:   

a. The Procurement Official is delegated authority to approve amendments to Project 
Agreements that do not increase the contract amount.  

b. The Procurement Official is delegated authority to approve amendments to Project 
Agreements not approved by the Board provided the total contract amount does not 
exceed $150,000. 

c. The Procurement Official is delegated authority to approve amendments to Project 
Agreements approved by the Board provided the total contract amount does not 
exceed the Board approved contract amount by more than $150,000. 

K. Project Plus Agreement: Any Project Agreement that also includes monthly maintenance, 
licenses, warranties or other products or services that add to the total contract price.   

1. Initial Approval: The Procurement Official is delegated authority to approve new Project 
Plus Agreements up to $150,000 per contract year. The highest expenditure in a contract 
year for the initial term shall determine the approval authority.  

2. Amendments:   

a. The Procurement Official is delegated authority to approve amendments to Project 
Plus Agreements that do not increase the contract amount.  

b. The Procurement Official is delegated authority to approve amendments to Project 
Plus Agreements not approved by the Board provided the total contract amount does 
not exceed $150,000 per contract year. 

c. The Procurement Official is delegated authority to approve amendments to initial 
Project Plus Agreements previously approved by the Board provided the resulting 
contract amount does not exceed the Board approved contract amount by more than 
$150,000.   

d. Following renewal(s), the Procurement Official is delegated authority to approve 
amendments to Project Plus Agreements previously approved by the Board provided 
the resulting contract amount does not exceed the Board approved contract amount 
by more than $150,000 per renewal contract term. However, if the contract amount 

Effective 03/09/26



SARASOTA COUNTY PROCUREMENT MANUAL 

Page 14 of 59 

was increased in the initial or prior term, the maximum amount of the increase for 
this renewal term shall be $150,000 less the prior increase combined.   

e. Amendments to Project Plus Agreements may incorporate contract renewals 
pursuant to the contract terms.  

3. Renewals: 

a. The Procurement Official is delegated authority to approve renewals of Project Plus 
agreements.   

i. Contract renewals shall not increase the average annual contract amount for the 
prior term.   

ii. If additional monies are needed at the time of renewal, the amendment process 
shall be followed.   

iii. The County Administrator or designee is authorized to approve renewals of any 
Board approved Project Plus Agreement with an escalation clause setting the 
contract amount for renewal terms. 

4. Extensions: The Procurement Official is delegated authority to approve extensions of all 
Project Plus Agreements, in the amount necessary to provide goods and services 
throughout the duration of that extension, not to exceed the approved average annual 
contract amount for the prior term. 

L. Revenue Contract: Contract that produces revenue for the County.   

1. Initial Approval:  The County Administrator or designee is authorized to approve all new 
Revenue Contracts.  

2. Amendments: The Procurement Official is delegated authority to approve amendments 
to all Revenue Contracts.    

a. Amendments to Revenue Contracts may incorporate contract renewals pursuant to 
the contract terms.  

3. Renewals: The Procurement Official is delegated authority to approve renewals of 
Revenue Contracts.   

4. Extensions:  The Procurement Official is delegated authority to approve extensions of 
Revenue Contracts.   

M. Task Order: An order for services placed against an existing contract which explicitly provides 
for ordering services using competitive quotes.  A task order may be referred to as a job order, 
work order or work assignment. Does not include Professional Services as defined in 
§287.055(g), F.S. 

1. Initial Approval:  Department Directors are delegated authority to approve Task Orders, 
unless the Term Contract includes a specific delegation, which shall control. 

2. Amendments: Department Directors are delegated authority to approve amendments to 
Task Orders. 

N. Term Contract:  An agreement for a set term where goods or services are supplied on an as 
needed or scheduled basis according to predetermined unit prices. There are Term Contracts 
which have a not-to-exceed expenditure cap (NTE Cap) and those that have no expenditure 
cap. 
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1. Initial Approval 

a. Term Contracts with a NTE Cap: The Procurement Official is delegated authority to 
approve new Term Contracts with a NTE Cap of up to $150,000 per contract year.  
Multi-year contracts may exceed $150,000 in expenditures in any year, provided the 
total contract amount does not exceed an average of $150,000 per contract year for 
the initial term of the contract.   

b. Term Contracts with No Expenditure Cap: Term Contracts with no expenditure cap 
must be approved by the Board.  

2. Amendments:  

a. The Procurement Official is delegated authority to approve amendments to Term 
Contracts that do not increase the contract amount.   

b. Term Contracts with a NTE Cap:  

i. The Procurement Official is delegated authority to approve amendments to Term 
Contracts not approved by the Board provided the resulting NTE Cap does not 
exceed an average of $150,000 per contract year. 

ii. The Procurement Official is delegated authority to approve amendments to initial 
Term Contracts previously approved by the Board provided the resulting NTE Cap 
does not exceed the Board approved NTE Cap by more than $150,000. 

iii. Following renewal(s), Procurement Official is delegated authority to approve 
amendments to Term Contracts previously approved by the Board, provided the 
resulting NTE Cap does not exceed the Board approved NTE cap by more than 
$150,000 per renewal contract term.  However, if the NTE Cap was increased in 
the initial or prior renewal term, after Board approval, the maximum amount of 
the increase for this renewal term shall be $150,000 less than the prior NTE Cap 
increase combined.   

c. Amendments to Term Contracts may incorporate contract renewals pursuant to the 
contract terms.  

3. Renewals:  

a. The Procurement Official is delegated authority to approve renewals of Term 
Contracts.   

i. Contract renewals shall not increase the average annual contract amount for the 
prior term.   

ii. If additional monies are needed at the time of renewal, the amendment process 
shall be followed. 

iii. The Procurement Official is delegated authority to approve renewals of any Board 
approved Term Contract with an escalation clause setting the contract amount 
for renewal terms. 

4. Extensions:  The Procurement Official is delegated authority to approve extensions of all 
Term Contracts, in the amount necessary to provide goods and services throughout the 
duration of that extension, not to exceed the approved average annual contract amount 
for the prior term.  
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O. Unit Price Contract:  A type of Term Contract for goods or services provided as a series of 
projects where the price per project is determined by the cost per unit of products and/or 
services rather than a lump sum.  Typically used for small construction services and repairs, 
and consulting agreements for a set term that result in work assignments.  There are Unit 
Price Contracts which have a not-to-exceed expenditure cap (NTE Cap) and those that have 
no expenditure cap.  

1. Initial Approval:  

a. Unit Price Contracts with a NTE Cap: The Procurement Official is delegated authority 
to approve new Unit Price Contracts with a NTE Cap of up to $150,000 per contract 
year.  Multi-year contracts may exceed $150,000 in expenditures in any year, 
provided the total contract amount does not exceed an average of $150,000 per 
contract year for the initial term of the contract.   

b. Unit Price Contracts with No Expenditure Cap:  Unit Price Contracts with no 
expenditure cap must be approved by the Board. 

2. Amendments:   

a. The Procurement Official is delegated authority to approve amendments to Unit Price 
Contracts that do not increase the contract amount.   

b. Unit Price Contracts with a NTE Cap:  

i. The Procurement Official is delegated authority to approve amendments to Unit 
Price Contracts not approved by the Board provided the resulting NTE Cap does 
not exceed an average of $150,000 per contract year. 

ii. The Procurement Official is delegated authority to approve amendments to initial 
Unit Price Contracts previously approved by the Board provided the resulting NTE 
Cap does not exceed the Board approved NTE Cap by more than $150,000. 

iii. Following renewal(s), the Procurement Official is delegated authority to approve 
amendments to Unit Price Contracts previously approved by the Board, provided 
the resulting NTE Cap does not exceed the Board approved NTE cap by more than 
$150,000 per renewal contract term.  However, if the NTE Cap was increased in 
the initial or prior renewal term, the maximum amount of the increase for this 
renewal term shall be $150,000 less the prior NTE Cap increase combined.   

c. Amendments to Unit Price Contracts may incorporate contract renewals pursuant to 
the contract terms.  

3. Renewals:  The Procurement Official is delegated authority to approve renewals of Unit 
Price Contracts. 

i. Contract renewals shall not increase the average annual contract amount for the 
prior term.   

ii. If additional monies are needed at the time of renewal, the amendment process 
shall be followed.   

iii. The Procurement Official is delegated authority to approve renewals of any Board 
approved Unit Price Contract with an escalation clause setting the contract 
amount for renewal terms. 
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4. Extensions:  The Procurement Official is delegated authority to approve extensions of all 
Unit Price Contracts, in the amount necessary to provide goods and services throughout 
the duration of that extension, not to exceed the approved average annual contract 
amount for the prior term. 

P. Unit Price Work Assignment: A specific project under a Unit Price Contract that details the 
work scope, project schedule and budget for performance of the work which must be 
approved by the County and vendor.   

1. Initial Approval:  Department Directors are delegated authority to approve individual Unit 
Price Work Assignments up to $150,000 under a Unit Price Contract that was previously 
approved by the Board of County Commissioners. 

2. Amendments:   

a. The Procurement Official is delegated authority to approve amendments to Unit Price 
Work Assignments that do not increase the work assignment amount.   

b. Department Directors are delegated authority to approve amendments to individual 
Unit Price Work Assignments not previously approved by the Board provided the 
resulting work assignment amount does not exceed $150,000.  

c. The Procurement Official is delegated authority to approve amendments to individual 
Unit Price Work Assignments previously approved by the Board provided the resulting 
work assignment does not exceed the Board approved work assignment amount by 
more than $150,000.   

Q. Work Assignment: A specific project under a Master Contract that details the work scope, 
project schedule and budget for performance of the work and which must be approved by 
the County and vendor. A Master Contract is defined as a contract that establishes general 
terms and conditions that govern subsequently issued work assignments; this may include a 
Board approved delegation that is different than those outlined above.  Excludes Continuing 
Professional Services Work Assignments, Professional Services Library Agreement Work 
Assignments, and Unit Price Contract Work Assignments. 

1. Initial Approval: Department Directors are delegated authority to approve individual work 
assignments up to $150,000 under a Contract that was previously approved by the Board. 

2. Amendments: 

a. Department Directors are delegated authority to approve amendments to work 
assignments not previously approved by the Board provided the resulting work 
assignment does not exceed $150,000.  

b. The Procurement Official is delegated authority to approve amendments to work 
assignments previously approved by the Board, so long as the resulting work 
assignment does not exceed the Board approved amount by more than $150,000.   

R. Software Agreement:  A  contractual relationship for various types of software, including 
those that may contain indemnifications of the vendor by the County in any amount. Software 
Agreements may include purchasing card purchases, purchase orders, and signed two-party 
agreements. 

1. Initial Approval:  Provided the Department Director has determined the agreement is 
reasonable and the purchase is in the best interest of the County, the Procurement 
Official is delegated authority to approve new Software Agreements  in an amount not to 
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exceed $150,000 per contract year. 

2. Amendments:  

a. The Procurement Official is delegated authority to approve amendments to Software 
Agreements that do not increase the contract amount.  

b. The Procurement Official is delegated authority to approve amendments to Software 
Agreements not approved by the Board provided the total contract amount does not 
exceed $150,000 per contract year.  

c. The Procurement Official is delegated authority to approve amendments to Software 
Agreements previously approved by the Board provided the resulting contract 
amount does not exceed the Board approved contract amount by more than 
$150,000.  

d. Amendments to Software Agreements may incorporate contract renewals pursuant 
to the contract terms.  

3. Renewals: 

a. The Procurement Official is delegated authority to approve renewals to Software 
Agreements.   

i. Contract renewals shall not increase the average annual contract amount for the 
prior term.  

ii. If additional monies are needed at the time of renewal, the amendment process 
shall be followed.  

iii. The Procurement Official is delegated authority to approve renewals of any Board 
approved Software Agreement with an escalation clause setting the contract 
amount for the renewal terms.   

b. Extensions: The Procurement Official is delegated authority to approve extensions of 
all Software Agreements, in the amount necessary to provide goods and services 
throughout the duration of that extension, not to exceed the approved average 
annual contract amount for the prior term.   

4. Refer to Chapter 32.6 of this Manual for additional requirements related to the 
procurement of software. 

5.5 Additional Delegations 

The County Administrator delegates authority to approve Procurement contracts and related 
documents in accordance with Resolution No. 2022-152, as described below. 

A. Ancillary Document: Any document related to a procurement that does not create a separate 
obligation to purchase goods or services or alter the performance obligations under a 
procurement contract or agreement.   

1. The Procurement Official is delegated authority to approve all ancillary documents. 

B. Assignment & Assumption Agreement:  An agreement that permits a vendor to assign its 
contractual obligations and rights to another party who within the same agreement assumes 
those contractual obligations and rights.   
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1. The Procurement Official is delegated authority to approve Assignment and Assumption 
agreements of contracts authorized under the Procurement Code.   

C. Assumption Agreement:  An agreement that permits a vendor to assume the contractual 
obligations and rights of another party.   

The Procurement Official is delegated authority to approve Assumption Agreements of 
contracts authorized under the Procurement Code.   

D. Cooperative Purchase:  A purchase competitively solicited and awarded by another entity that 
is “piggybacked” by the County.   

1. Initial Approval: The Procurement Official is delegated authority to approve expenditures 
against approved Cooperative Purchases of up to $150,000 per year.  

2. Revisions: 

a. The Procurement Official is delegated authority to approved revisions to Cooperative 
Purchases that do not increase the approved amount. 

b. The Procurement Official is delegated authority to approve revisions of Cooperative 
Purchases not previously approved by the Board provided the approved Cooperative 
Purchase amount does not exceed $150,000 per fiscal year, contract year, or project 
amount, as stated on the Cooperative Purchase.  

c. The Procurement Official is delegated authority to approve revisions to Cooperative 
Purchases previously approved by the Board provided the resulting Cooperative 
Purchase amount does not exceed the Board approved amount by more than 
$150,000 per fiscal year, contract year, or project amount, as applicable.   

3. Renewals: 

a. The Procurement Official is delegated authority to approve renewals to Cooperative 
Purchases. 

b. The Procurement Official is delegated authority to approve renewals of any Board 
approved Cooperative Purchases with an escalation clause setting the amount for 
renewal terms. 

E. Business Associate Agreement:  An agreement that is between the County and a Business 
Associate as defined in the Health Information Portability and Accountability Act regarding 
uses of protected health information.  

The Procurement Official is delegated authority to approve all Business Associate 
Agreements.   

F. Emergency Procurement:  A procurement made due to an unexpected and urgent situation 
where health and safety or the conservation of public resources is at risk.  

The Procurement Official is delegated authority to approve any contract up to $150,000 in 
the event of an emergency procurement made pursuant to Section 2-217 of the Procurement 
Code.   

G. Exemption: A procurement made without a competitive process, as defined in the 
Procurement Code.   
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1. Initial Approval:  The Procurement Official is delegated authority to approve expenditures 
and issue Purchase Orders for exempt procurements of up to $250,000 per year.  

2. Revisions: The Procurement Official is delegated authority to approve revisions to 
Exemptions previously approved by the Board provided the resulting Exemption amount 
does not exceed the Board approved Exemption amount by more than $150,000 per fiscal 
year, contract year, or project amount, as stated on the Exemption.   

H. Non-Disclosure Agreement:  An agreement by which one or more parties agree not to disclose 
confidential information that they have shared with each other as a necessary part of doing 
business together. 

The Procurement Official is delegated authority to approve Non-Disclosure Agreements.   

I. Indemnity Agreement.  County indemnity obligations for County’s conduct that do not exceed 
the sovereign immunity waiver amount provided in §768.28, F.S., shall not affect the 
delegation of approval authority under this Resolution.  County indemnity obligations for 
County’s conduct that exceed the equivalent of the sovereign immunity waiver amount 
provided in §768.28, F.S. shall be approved by the Board, except that, if the state or federal 
government is the indemnified party, the County Administrator or designee may approve the 
agreement.  Once approved by the Board, an agreement containing the indemnity obligation 
may be renewed, amended, or extended as though it did not contain such obligation, 
provided the indemnity obligation is not increased.  This provision does not and is not 
intended to waive the County’s sovereign immunity, nor to authorize any actions in 
contravention of the Florida constitution.  

J. Purchase Order:  The Procurement Official is authorized to approve Purchase Orders up to 
the Board or County Administrator authorized amount.   

K. Purchases without a Formal Contract: For purchases made solely by a purchase order, the 
Procurement Official is delegated authority to approve purchases in an amount up to 
$150,000.00 per fiscal year or per project.  

L. Single Source: A non-competitive procurement made at the discretion of the Procurement 
Official, whereby purchases are limited to one source due to the need for standardization, 
maintenance of warranty, or other factors.  

1. Initial Approval:  The Procurement Official is delegated authority to approve expenditures 
against approved Single Source requests of up to $150,000 per year.  

2. Revisions:  

a. The Procurement Official is delegated authority to approved revisions to Single 
Sources that do not increase the approved amount.   

b. The Procurement Official is delegated authority to approve revisions to Single Sources 
not previously approved by the Board provided the approved Single Source amount 
does not exceed $150,000 per fiscal year, contract year, or project amount, as stated 
on the Single Source.  
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c. The Procurement Official is delegated authority to approve revisions to Single Sources 
previously approved by the Board provided the resulting Single Source amount does 
not exceed the Board approved Single Source amount by more than $150,000 per 
fiscal year, contract year, or project amount, as stated on the Single Source.   

M. Sole Source: A non-competitive procurement made at the discretion of the Procurement 
Official, when only one vendor has the capability to provide the required product or service. 

1. Initial Approval:  The Procurement Official is delegated authority to approve expenditures 
against approved Sole Source requests of up to $150,000 per year  

2. Revisions: 

a. The Procurement Official is delegated authority to approved revisions to Sole Sources 
that do not increase the approved amount.   

b. The Procurement Official is delegated authority to approve revisions to Sole Sources 
not previously approved by the Board provided the approved Sole Source amount 
does not exceed $150,000 per fiscal year, contract year, or project amount, as stated 
on the Sole Source.  

c. The Procurement Official is delegated authority to approve revisions to Sole Sources 
previously approved by the Board provided the resulting Sole Source amount does 
not exceed the Board approved Sole Source amount by more than $150,000 per fiscal 
year, contract year, or project amount, as stated on the Sole Source.   

N. Termination: The Procurement Official is delegated authority to approve terminations of 
contracts authorized under the Procurement Code.   

O. Waiver:  A procurement made without a competitive process, at the discretion of the 
Procurement Official, due to unique circumstances, as defined in the Procurement Code. 

1. Initial Approval:  The Procurement Official is delegated authority to approve expenditures 
against approved Waiver requests of up to $150,000 per year. 

2. Revisions: 

a. The Procurement Official is delegated authority to approved revisions to Waivers that 
do not increase the approved amount.   

b. The Procurement Official is delegated authority to approve revisions to Waivers not 
previously approved by the Board provided the approved Waiver amount does not 
exceed $150,000 per fiscal year, contract year, or project amount, as stated on the 
Waiver.  

c. The Procurement Official is delegated authority to approve revisions to Waivers 
previously approved by the Board provided the resulting Waiver amount does not 
exceed the Board approved Waiver amount by more than $150,000 per fiscal year, 
contract year, or project amount, as stated on the Waiver.    
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P. Sheriff Special Detail Services 

1. Department Directors are delegated authority to approve individual Special Detail 
Applications with the Sarasota County Sheriff’s Office     

 

CHAPTER 6 PREFERENCES  
This Chapter implements Procurement Code Section 2-215 

6.1 Local and American business preference will be applied to competitive sealed bids (Invitation for 
Bids) or quotes (Invitation for Quotes) and competitive sealed proposals (Request for Proposals) 
in accordance with Section 2-215 of the Procurement Code.   

6.2 Definitions   

A. Pursuant to Section 2-215 (a) (1) of the Procurement Code, “Local Business” means: 

1. The vendor has paid a local business tax either to Sarasota, Manatee or Charlotte County, 
if applicable, or is a business entity registered with the State of Florida Division of 
Corporations indicating a principal office located in Sarasota, Manatee, or Charlotte 
County or presents other verifiable documents to substantiate business location in 
Sarasota, Manatee or Charlotte County that are satisfactory to the Procurement Official, 
and;  

2. Vendor has maintained a permanent physical business address located within the limits 
of either Sarasota, Manatee or Charlotte County from which the vendor operates or 
performs business for at least one year prior to the submission of a response to a Sarasota 
County solicitation, and; 

3. Vendor has at least five full-time employees or one principal officer at this location. 

B. Pursuant to Section 2-215 (a) (2) of the Procurement Code, “American Business” means: 

1. A business entity that is formed and registered in a state within the United States of 
America or the District of Columbia; or 

2. A sole proprietorship or general partnership that is not registered as an entity, but where 
the principal office is located in a state within the United States of America or the District 
of Columbia and the sole proprietor or partners are U.S. citizens or permanent residents; 
or 

3. A joint venture that is not registered as a business entity in a state within the United States 
of American or the District of Columbia where at least 50% of the joint venturers qualify 
under either (1) or (2) above. 

6.3 Local and American Business Preference Submittal Requirements 

A. Bidders and Proposers wishing to be granted local business preference or American business 
preference must submit all required documentation as stated in the solicitation, including a 
Local and American Business Preference Certification.   
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B. Bidders and Proposers may be required to submit additional documentation to substantiate 
they are a local business or an American business.  Failure to provide verifiable documentation 
within five business days of request by the County may result in the Bidder or Proposer being 
deemed ineligible to receive local business preference or American business preference.     

C. Bidders or proposers who submit falsified data may be suspended or debarred in accordance 
with Section 2-222 of the Procurement Code. 

6.4 Local and American Business Preference Application 

Preferences will be applied in accordance with Sarasota County Procurement Code Section 2-215 
(b) and (c).  

1. Competitive sealed bids or quotes 

a. When applying preferences to Invitations for Bids (IFB) and Invitations for Quotes 
(IFQ), a Procurement representative will notify the eligible local business or American 
business in writing that they have five (5) business days to resubmit a bid or quote 
that is less than or equal to the low bid or quote submitted by the non‐local or non-
American business.   

b. Failure of an eligible local business or American business to submit a revised bid or 
quote that is less than or equal to the low bid or quote submitted by the lowest 
responsive and responsible non-local or non-American business will make them 
ineligible for award.   

c. Where multiple awards may result from a single solicitation, local business and 
American business preferences will be applied to each award.   

d. For IFB’s or IFQ’s where the highest responsive and responsible bidder receives the 
award, preferences will be applied to the highest responsive and responsible local 
business or American business, as applicable.  All other procedures are the same as 
for IFB’s or IFQ’s where the lowest responsive and responsible bidder is awarded, 
except that the revised bid or quote must meet or exceed the bid of the highest 
responsive and responsible non-local business or non-American business. 

2. Competitive Sealed Proposals 

a. When applying local and American business preferences to Requests for Proposals 
(RFPs), the Procurement representative will apply points (equaling 10% of the total 
points available) as allotted in the evaluation criteria published in the solicitation, to 
any eligible local business or American business.     

b. Price matching does not apply to competitive sealed proposals.  
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CHAPTER 7 PROCUREMENT STANDARDS  
This Chapter implements Procurement Code Section 2-216 

7.1 Procurement Standards 

A. Purchases shall be in the best interest of Sarasota County, maximize competition and be 
prudent spending to the greatest extent feasible.   

B. Purchases shall not be divided to circumvent competitive procurement requirements.   

C. Federal or State funded purchases shall follow the procurement requirements of that 
agency as stated in the funding (grant) document.  

D. Procurement shall maintain standards for fair and open competition including specification 
writing and making awards.   

CHAPTER 8 SOLICITATION REQUIREMENTS  
8.1 Department Responsibilities 

For each solicitation, the requesting Department shall: 

A. Submit a Solicitation Request form in OnBase to initiate each procurement of goods and /or 
services.  Each Solicitation Request shall include a scope and/or specifications, any drawings 
or plans, and a list of known vendors for the required goods and/or services.  

1. Specifications shall be sufficiently detailed to provide for full and fair competition.  

B. Provide a draft bid form or price proposal that adequately itemizes the items for which pricing 
is required.  

C. If a purchase is partially or fully funded by a grant, the Department must provide any specific 
grant requirements which have been approved by the Grants division prior to submission.  

D. Recommend qualified committee members and advisors for each proposal-based solicitation.   

8.2 Procurement Responsibilities 

For each solicitation, Procurement shall: 

A. In collaboration with the department representative(s), determine the appropriate 
procurement method and develop the solicitation documents. 

B. Review specifications and/or scope of work submitted by the Department to ensure the 
language is clear, competitive, and concise. If Procurement identifies any potential area in the 
specifications or scope of work that may require modifications, Procurement shall make a 
recommendation to the department for consideration. NOTE: No changes to technical 
specifications should be recommended unless a potential error is identified, or restriction of 
competition is evident.  Changes may be made by Procurement to clarify intent and to correct 
grammatical and formatting issues. 

C. Review and approve recommended committee members and advisors for each proposal-
based solicitation.   
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D. Solicit written bids, quotes, proposals, or responses by advertising the solicitation in OpenGov 
Procurement (OpenGov), and in compliance with requirements of the  funding source or 
grantor.  

1. Notify known vendors and interested local business organizations of upcoming 
solicitations prior to releasing the solicitation in OpenGov.  

E. Conduct a responsiveness review and facilitate the evaluation of responses. 

F. Prepare a Notice of Recommended Award for approval by the Procurement Official. 

G. Draft a contract (when applicable) using the appropriate adopted contract template.   

CHAPTER 9 THRESHOLD LEVELS 
A. The Board of County Commissioners have established by Resolution No. 2022-152 the 

following threshold purchasing categories for procurements:   

1. Category One:  A purchase in the amount of $10,000.00 or less (also referred to as a Small 
Purchase). A minimum of one quote is required.  

2. Category Two:  A purchase in an amount greater than 10,000.00 up to $50,000.  Use of 
the informal quote method is required. 

3. Category Three:  A purchase in an amount greater than $50,000.00 up to $150,000.00. 
Use of the formal quote method or a formal solicitation, as determined by the 
Procurement Official, is required. 

4. Category Four:  A purchase in an amount greater than $150,000.00 A formal competitive 
solicitation is required. 

5. Emergency Procurement.  Threshold purchasing category requirements are waived in the 
event of an emergency procurement made pursuant to Section 2-217 of the Procurement 
Code.  

6. Waiver.  The Procurement Official may waive the competitive requirements for those 
procurement categories eligible for waiver of competition pursuant to Section 2-218 of 
the Procurement Code.  This includes those categories considered Exemptions.    

CHAPTER 10 COMPETITIVE PROCUREMENT METHODS 
10.1  Single Quotes (Category 1 – Small Purchases) 

A. The Single Quote process may be used for purchases not exceeding $10,000.00. 

B. Small purchases are awarded without competition.  A single quote, obtained by the 
Department, is required.  Price may be determined orally, by current catalogs or brochures, 
advertisements, or similar sources.  All costs pertaining to the purchase, including delivery, 
service charges, etc., shall be included when the requisition for the purchase is submitted or 
documented per the procedures in the Purchasing Card Manual.  

C. Sourcing Assistance:  Departments or Divisions may request an electronic list of registered 
vendors for commodities or services from Procurement if such assistance is needed. Local 
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Vendors and Sarasota County Green Business Partners should be reviewed and given 
consideration for the purchase when it is in the best interest of Sarasota County. 

10.2 Quick Quotes (Informal Quotes - Category Two) 

A. A Quick Quote is the informal procurement method used for Category two purchases.  
Electronic quotes are submitted by vendors in response to a Quick Quote.   

1. The Quick Quote process may be used for purchases not exceeding $50,000.00 under the 
following conditions: 

a. One-time purchase or Product or service needed on an intermittent basis; and 

b. No additional terms & conditions required; and 

c. No contract required 

2. Quick Quotes are not to be initiated for the following types of purchases: 

a. Estimated cost is greater than $50,000.00; or 

b. Product or service needed on a routine & recurring basis; or 

c. Multi-year term is required; or 

d. Additional terms and conditions required; or 

e. Contract is required 

B. Quotes are obtained by delegated Department representatives using the OpenGov platform.  

1. Procurement shall provide Quick Quote training to Department representatives using the 
OpenGov platform.  

2. Procurement shall periodically audit Category 2 purchases to ensure compliance with 
adopted policies and procedures. Failure to comply with adopted policies and procedures 
may result in disciplinary action, including revocation of Quick Quote delegation.   

C. Verbal Quotes may be authorized by the Procurement Official when a Quick Quote is not 
feasible, as determined by the Procurement Official, or when a Quick Quote results in no 
responsive and responsible bidders. 

D. Quick Quotes are awarded to the responsive and responsible offeror submitting the lowest 
quoted price.  Local preference is not applicable to the award of Quick Quotes.  

E. Quick Quote Tie Breaking Procedures: Whenever two or more quotes for goods or services 
are determined to be equal with respect to price, quality and service, award shall be made 
based on random selection before at least one witness. 

10.3 Invitation for Quotes (Formal Quotes - Category Three) 

A. An Invitation for Quotes (IFQ) is the formal procurement method used for Category three 
purchases.  Sealed quotes are submitted in response to a formal Invitation for Quotes.   

1. The IFQ process may be used for purchases not exceeding $150,000.00 per project or per 
contract year.   
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B. Formal Quotes are obtained by Procurement Staff in the OpenGov platform.   

C. IFQ’s are awarded to the responsive and responsible offeror submitting the lowest quoted 
price.  

1. In awarding IFQ’s, preference shall be given to local businesses in accordance with Section 
2‐215 of the Procurement Code.  

D. IFQ Tie Breaking Procedures: Whenever two or more quotes for goods or services are 
determined to be equal with respect to price, quality and service, the quote received from 
the business that certifies it has implemented a drug-free workplace program pursuant to 
Section 287.087; Florida Statutes shall be given preference in the award process.  If neither 
or all of the tied vendors have certified that they are drug‐free workplaces, award shall be 
made based on random selection by the Procurement Official, before at least one witness. 

10.4 Invitation for Bids (IFB) 

A. An Invitation for Bids (IFB) is the formal procurement method used for Category Four 
purchases.   Sealed bids are submitted in response to a formal IFB.   

B. Formal bids are obtained by Procurement staff in the OpenGov platform. A bid opening is the 
official process in which sealed bids are opened, at the time and date specified in the IFB.  Bid 
openings are open to the public.   

C. IFB’s are awarded to the responsive and responsible bidder submitting the lowest bid price 
or best value as defined in the solicitation.  

1. In awarding IFB’s, preference shall be given to local businesses in accordance with Section 
2‐215 of the Procurement Code.  

2. No contract shall be awarded or transaction authorized until the Notice of 
Recommended Award has been announced and the time for filing a protest or if a 
protest has been filed, the time for an appeal has run pursuant to Protests Section 2-221 
of the Procurement Code. 

D. IFB Tie Breaking Procedures: Whenever two or more bids for goods or services are determined 
to be equal with respect to price, quality and service, the bid received from the business that 
certifies it has implemented a drug-free workplace program pursuant to Section 287.087; 
Florida Statutes shall be given preference in the award process.  If neither or all of the tied 
bidders have certified that they are drug‐free workplaces, award shall be made based on 
random selection by the Procurement Official before at least one witness. 

10.5 Request for Proposals (RFP) 

A. A Request for Proposals is a formal method used to solicit proposals from potential providers 
for goods and services.  The RFP process may be used when price is not the primary evaluation 
factor.  An RFP provides for the negotiation of all terms, including price (to the extent 
permitted by the RFP), prior to execution of a contract with the selected proposer.  

B. Proposals are obtained by Procurement staff using the OpenGov platform.  
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1. The RFP documents may include, but are not limited to, general information, qualification 
requirements, applicable laws, and rules, functional or general specifications, 
performance specifications, statement of work, proposal instructions, and evaluation 
criteria. 

2. An evaluation committee is established for each RFP to evaluate proposals and 
recommend award.     

C. RFPs are awarded using a point allocation system to score proposers in order to determine 
the responsive and responsible proposer or proposers whose proposal, in the sole opinion of 
the evaluation committee, is determined to be the provide the best value to the County.   

1. If any member of the evaluation committee requests presentations, presentations or 
interviews shall be scheduled.  

2. Presentations or interviews will be required from no fewer than the three highest scoring 
Proposers (or all Proposers if there are less than 3) under the following circumstances:   

a. The estimated costs of services are in excess of $350,000 (either annually or for the 
total project); or  

b. Scoring results in 5 points or less between the highest scoring proposer and the 2nd 
highest scoring proposer; or   

c. The solicitation documents specify that presentations or interviews will be required. 

3. In the event the evaluation committee conducts presentations or interviews the 
evaluation committee shall rank only those short-listed proposers providing 
presentations or interviews.  Ranking shall be determined without regard to the score 
established as a result of the evaluation of written proposals.   

4. Scoring is not required if only one responsive and responsible proposal is received.  In 
such event the evaluation committee shall review the proposal and recommend either 
proceeding with award or re-solicitation.   

5. In awarding RFPs, preference shall be given to local businesses in accordance with Section 
2‐215 of the Procurement Code. 

a. Section 2‐215 (i) of the Procurement Code grants preference to local businesses in 
the evaluation of an RFP. Proposers who qualify as a local business shall be granted 
points up to a maximum of 10% of the total points allotted.   

b. This preference does not apply to those operations classified as Professional Services, 
as defined in Section 287.055, F.S. (CCNA). 

D. RFP Tie Breaking Procedures – A tie shall exist whenever two or more proposals receive the 
same final score. Tie breaking procedures shall only be applied when a tie exists between the 
highest ranking or scoring proposers.  The tie breaking procedure shall only be applied in the 
final step of the selection process.  If presentations or interviews are not conducted, tie 
breaking procedures will be applied at the conclusion of the evaluation and scoring of the 

Effective 03/09/26



SARASOTA COUNTY PROCUREMENT MANUAL 

Page 29 of 59 

written proposals.  If presentations or interviews are conducted, tie breaking procedures will 
be applied at the conclusion of the presentations or interviews and ranking of the proposers.   

1. Whenever two or more proposals are determined to be equal with respect to price, 
quality, and service, the proposal from the business that certifies that it has implemented 
a drug‐free workplace program pursuant to Section 287.087; Florida Statutes shall be 
given preference in the award process. 

2. If the tied Proposers have all implemented a drug-free workplace program, and a tie 
continues to exist, the award shall be made based on random selection by the 
Procurement Official before at least one witness. 

10.6 Request for Professional Services (RPS) 

A. A Request for Professional Services (“RPS”) is a formal method used to solicit proposals from 
firms qualified to provide professional engineering, architectural, landscape architectural and 
survey and mapping services.  Florida Statute provides standards for defining a project 
(Section 287.055 (2)(f), Florida Statutes).  An RPS may be used to procure other services as 
provided for by law.   

1. Solicitation of these services is subject to the Consultant’s Competitive Negotiations Act 
(CCNA) established by 287.055 Florida Statutes which establishes definitions of terms, 
and formal process for the procurement of professional services. 

B. Proposals are obtained by Procurement staff using the OpenGov platform. All professional 
services for work defined per Section 287.055 estimated to cost equal to or in excess of the 
category amounts per Section 287.017, Florida Statutes must be solicited through a formal 
Request for Professional Services. 

1. If required services are not included in the Professional Services Library, or the estimated 
fees are less than the statutory threshold, Procurement shall determine the appropriate 
selection process.  

a. If the estimated fees are $10,000.00 or less, a single quote may be obtained by the 
Department to select a qualified professional service provider.  

b. If the estimated fees are more than the County’s single quote threshold, but less than 
the maximum permitted under F.S. 287.055 (4) (c), a Request for Qualifications may 
be utilized to solicit qualifications from a minimum of three professional service 
providers, or in the event that it is determined to be in the County’s best interest to 
do so, the Procurement Official may authorize a single source procurement.  

C. The County’s Professional Services Library and Construction Manager at Risk Library are the 
primary vehicles by which the County solicits continuing contracts under the provisions of F.S. 
287.055 Section 2 (g) (“continuing contracts”).   

D. Each RPS shall be awarded based upon an allocation of points associated with specific criteria 
set forth in the RPS document to the responsive and responsible Proposer or Proposers whose 
proposal, in the sole opinion of the evaluation committee, is determined to be the most 
qualified to perform the work.   
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1. If any member of the evaluation committee requests presentations, presentations or 
interviews shall be required.  Ranking shall be determined without regard to the score 
established as a result of the evaluation of written proposals.  In the event the evaluation 
committee conducts presentations or interviews the Committee shall rank only those 
short-listed proposers providing presentations or interviews.   

a. For projects under the defined conditions and definition of estimated project costs 
per Section 287.055, which the project costs (including total design and construction 
costs) are estimated to be at or in excess of the category amounts per Section 287.017 
Florida Statute, the proposers with the three highest scores will be short‐listed and 
invited to make presentations to the evaluation committee. Following the 
presentations, the evaluation committee will rank the short‐listed proposers and 
recommend the first ranked proposer for award. Ranking shall be determined without 
regard to the score established as a result of the evaluation of written proposals.   

2. Scoring is not required if only one responsive and responsible proposal is received.  In 
such event the evaluation committee shall review the proposal and recommend either 
proceeding with award or re-solicitation.    

E. RPS Tie Breaking Procedures: A tie shall exist whenever two or more proposals receive the 
same final score. Tie breaking procedures shall only be applied when a tie exists between the 
highest ranking or scoring proposers. The tie breaking procedure is only applied in the final 
step of the selection process.  If presentations or interviews are not conducted, tie breaking 
procedure will be applied at the conclusion of the evaluation and scoring of written proposals.  
If presentations or interviews are conducted, tie breaking procedures will be applied at the 
conclusion of the presentations or interviews and ranking of the proposers. 

1. In the event of a tie, award shall be made to the proposer with the lower volume of work 
previously awarded by the County.  Volume of work shall be calculated based upon total 
dollars paid to the proposer in the twenty‐four months prior to the RPS submittal 
deadline. Payment information will be retrieved from the OneSolution financial system.  
Payments made to sub‐consultants will not be included in this calculation.   

2. In the event a tie still exists, award will be made based on random selection by the 
Procurement Official before at least one witness. 

F. Continuing Contracts - A continuing contract is defined under the Section 287.055(2)(g) 
Florida Statutes (Consultants’ Competitive Negotiation Act). 

1. Library Qualification and Selection Process 

a. Criteria used to evaluate responses are defined in each Request for Professional 
Services. 

b. Professional services firms wishing to do business with Sarasota County on a 
continuing contractual basis are required to submit qualifications in response to a 
Request for Professional Services for each Service Category where they wish to 
provide services. 
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c. Sarasota County staff will review and score all submittals and based on the content 
of the submittals in accordance with applicable evaluation criteria. 

d. Firms will be scored and considered for placement in the Library for that Service 
Category. 

e. Sarasota County reserves the right to confirm a firm’s qualifications in order to remain 
in the Library for each Service Category. Firms unable to meet minimum qualifications 
will be removed from the Service Category by the Procurement Official. 

G. Libraries 

1. The Professional Services Library is a group of firms selected to provide professional 
engineering, architectural, landscape architectural and mapping & surveying services on 
an on‐going basis through the use of continuing service contracts.     

2. The Construction Manager at Risk Library is a group of firms selected to provide 
construction manager services on an on-going basis through the use of continuing service 
contracts.  

3. Libraries may be utilized only for projects corresponding to the definition of “Continuing 
Contract” established under Section 287.055, F.S. (CCNA). 

4. Except as provided below, no work assignment or project assignment shall be issued 
without reasonable expectation that all tasks will be completed prior to the expiration or 
termination date of the contract governing the work assignment. 

a. Under extraordinary circumstances and at the discretion of the Procurement Official, 
work assignments or project assignments may be issued that are not anticipated to 
be completed prior to the expiration or termination date of the contract governing 
the work assignment or project assignment.  The Procurement Official shall consider 
the immediate need to accomplish the work, unavailability of a new contract for such 
work, extraordinary expense if the work is delayed, and other relevant factors when 
making such determination.  Approval of any such contract extension shall be made 
in writing by the Procurement Official.  

H. Library Assignments    

1. Professional Services Library Work Assignments 

a. Work assignments within each service category are awarded on a rotational basis. 

b. For each service category, Procurement will place qualifying firms in the Professional 
Services Library in the order they are ranked, with the highest scoring firm placed in 
the first position in the rotation. 

c. As each work assignment is identified the next firm in the rotation will be offered the 
opportunity to negotiate that work assignment with the County’s Administrative 
Agent. 

d. Should a firm decline a work assignment, fail to respond, or be unable to reach a 
satisfactory fee negotiation with the County within a reasonable time frame, the 
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County will contact the next firm on the list until the work assignment is successfully 
negotiated. 

i. Firms will have the option of rejecting one work assignment within each service 
category within a twelve-month period without penalty. A second work 
assignment rejection within any twelve-month period will cause the firm to be 
skipped in the rotation.  A firm who rejects three (3) work assignments (or is 
unable to satisfactorily negotiate 3 work assignments) in any twelve-month 
period will be removed from the service category. 

ii. Firms wishing to reject a work assignment for any reason must complete a Work 
Assignment Rejection Notification form. A copy of this completed form must be 
provided to Procurement by the County’s Administrative Agent. 

e. Once a full rotation through all firms in a service category is complete, the 
Procurement Official may choose to reorder the list using a method that attempts to 
impart an equitable distribution of work among selected firms. 

f. Approval authority for work assignment amendments shall be based on the total work 
assignment amount as amended. 

2. Construction Manager at Risk Library Project Assignments 

a. Project assignments within each service category are awarded on a rotational basis.  

b. For each service category, Procurement will place qualifying firms in the Construction 
Manager at Risk Library in the order they are ranked, with the highest scoring firm 
placed in the first position in the rotation.  

c. As each project assignment is identified the next firm in the rotation will be offered 
the opportunity to negotiate that project assignment with the County’s 
Administrative Agent.  

d. Should a firm decline a project assignment, fail to respond, or be unable to reach a 
satisfactory fee negotiation with the County within a reasonable time frame, the 
County will contact the next firm on the list until the project assignment is successfully 
negotiated. A failure of the firm and the County to successfully negotiate a 
Guaranteed Maximum Price (GMP) amendment for a project assignment may also 
result in the next firm on the list being contacted, at the County’s discretion. 

i. Firms will have the option of rejecting one project assignment within each service 
category within a twelve-month period without penalty.  A second project 
assignment rejection within any twelve-month period will cause the firm to be 
skipped in the rotation.  A firm who rejects three project assignments (or is unable 
to satisfactorily negotiate three project assignments) in any twelve-month period 
will be removed from the service category.   

ii. Firms wishing to reject a project assignment for any reason must complete a 
Project Assignment Rejection Notification form.  A copy of this completed form 
must be provided to Procurement by the County’s Administrative Agent.  The 
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option to reject a project assignment is available to the firm at the onset of the 
project assignment only and not during GMP negotiations.   

e. Once a full rotation through all firms in a service category is complete, the 
Procurement Official may choose to reorder the list using a method that attempts to 
impart an equitable distribution of work among selected firms.   

I. Direct Selection 

1. For work assignments and project assignments requiring unique experience or 
knowledge, including past experience on another phase of the project, the county project 
manager may formally request permission to forego the rotation and select a specific 
firm.  This request will require the completion of a Direct Select Rotation Waiver Request 
form, which requires the approval of both a Director and the Procurement Official.  Firms 
that are directly selected for a work assignment or project assignment as a result of this 
process shall be passed on their next scheduled turn in the rotation. 

J. Libraries – Local Sub-Consultants Usage 

1. Selected firms are required to make a good faith effort, which is defined as the selected 
firm has contacted no fewer than three (3) local vendors meeting the Sarasota 
qualifications as a Local Business Section 2‐215 (b) of the Procurement Code in the 
completion of work assignments and project assignments.  

2. Selected firms will be required to submit a local sub‐consultant affidavit with each work 
assignment or project assignment.   

3. Firms found to be non-compliant with the provisions of this section may, at the 
Procurement Official’s discretion, be removed from the applicable service category.  

4. The rotation for each service category is posted on Procurement’s eNet site. 

K. Libraries – Contract Extensions  

1. A contract may be extended in accordance with its terms under the following conditions:  

a. A work assignment or project assignment issued under the contract was expected to 
be completed prior to the contract expiration; and 

b. Due to unforeseen circumstances arising after work has begun, the work assignment 
or project assignment cannot be completed prior to the contract expiration. 

2. All contract extensions must be documented in writing.  

a. Extensions of 90 days or less may be authorized by the Contract’s Administrative 
Agent who shall provide a copy of the written extension document to Procurement 
Contracts Administration.  

b. Extensions beyond 90 days require written authorization of the Procurement Official.  
Such approval shall be at the sole discretion of the Procurement Official.   

c. No additional work assignments or project assignments shall be issued during such 
contract extension.   
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10.7 Invitation to Negotiate (ITN) 

A. An Invitation to Negotiate (ITN) is formal method used to solicit sealed replies to select one 
or more vendors with which to commence negotiations for the procurement of commodities 
or contractual services. An ITN may be utilized when it is determined that negotiations may 
be necessary for the County to receive the best value.   

1. The ITN documents may include, but are not limited to, general information, 
qualification requirements, applicable laws, and rules, functional or general 
specifications, performance specifications, statement of work, proposal instructions, 
and evaluation criteria 

B. Replies are obtained by Procurement staff using the OpenGov platform. 

1. The evaluation process shall be determined by the Procurement Official and set forth in 
the ITN. 

2. An evaluation committee may be established for each ITN to evaluation responses and 
recommend award.   

C. ITN’S are awarded in accordance with award criteria established the ITN.    

D. ITN Tie Breaking Procedures – In the event of a tie, RFP tie breaking procedures will be applied.   

10.8 Request for Qualifications (RFQ) 

A. A Request for Qualifications is a method used to solicit products and services based primarily 
on qualifications.  An RFQ may be a single solicitation process which leads directly to a 
contract or the first solicitation of a multi-solicitation process in which the RFQ is intended to 
create a prequalified pool of eligible respondents for a second solicitation.   

1. Single Solicitation Process – One solicitation that results in a negotiated contract.   

2. Multi-Solicitation Process – Consists of more than one solicitation.  The initial solicitation 
creates a pre-qualified pool (which includes all offerors who meet the minimum 
qualification requirements).  Step two is a separate solicitation in which only those 
prequalified in step one are invited to participate.  The Procurement Official may 
authorize additional steps which shall be set forth in the RFQ. 

B. Replies are obtained by Procurement staff using the OpenGov platform.  

C. RFQ’s are awarded in accordance with award criteria established in the RFQ.   

1. The RFQ documents may include, but are not limited to, general information, qualification 
requirements, applicable laws, and rules, functional or general specifications, 
performance specifications, statement of work, proposal instructions, and evaluation 
criteria. 

D. RFQ Tie Breaking Procedures - In the event of a tie, RFP tie breaking procedures shall be 
applied.   
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10.9 Reverse Auction  

A Reverse Auction is an online auction in which sellers bid against each other to obtain the 
County’s business.  A Reverse Auction may be used when the Procurement Official determines it 
is the most efficient means of obtaining the best price.   

CHAPTER 11 CANCELLATION AND READVERTISEMENT 
A. In the event it is determined to be in the best interest of the County to do so, the Procurement 

Official may cancel any solicitation without recommending an award, at any point in the 
solicitation process, in accordance with the reserved rights expressed in the solicitation 
documents.  

B. Solicitations that are canceled must undergo review and possible revision, at the direction of 
Procurement, before they may be re‐advertised. 

CHAPTER 12 REQUEST FOR INFORMATION  
A Request for Information (RFI) is a practice whereby the County publishes a request for input 
from interested parties for an upcoming procurement.  Information submitted by vendors in 
response to an RFI may be used to develop specifications to be included in a future solicitation.  
Pricing is not requested during the RFI process.  Award is not made as the direct result of an RFI. 

CHAPTER 13 WAIVERS OF COMPETITION AND EXEMPTIONS FROM COMPETITION 
This Chapter implements Procurement Code Section 2-218.   

13.1 Waivers  

Categories of procurements identified as Waivers in Section 2-218 of the Procurement Code may 
be procured without competition as determined by the Procurement Official.    

A. Each request for a Waiver of Competition (Waiver) requires individual documentation. 
Justification for each Waiver must be submitted using a Request for Waiver of Competition 
Form.  All Waiver requests are subject to review by Procurement staff and approval by the 
Procurement Official.  Approved Waivers are valid for a period of twelve months, unless 
otherwise determined by the Procurement Official. 

1. Waivers with estimated fiscal year, contract year, or project expenditures up to $150,000 
do not require additional authorizations after approval by the Procurement Official.   

2. Waivers with estimated fiscal year, contract year, or project expenditures between 
$150,001 and $250,000 require written authorization by the County Administrator.  If the 
Waiver of competition results in a contract signed by the County Administrator, the 
County Administrator will not be required to sign an authorization Form. 

3. Waivers with estimated fiscal year, contract year, or project expenditures greater than 
$250,000 require written authorization by the Board of County Commissioners.    If the 
Waiver of competition results in a contract signed by the Board of County Commissioners, 
the Board will not be required to sign an authorization form.   

Effective 03/09/26



SARASOTA COUNTY PROCUREMENT MANUAL 

Page 36 of 59 

4. Waiver requests for services in excess of $150,000  require a contract.  In the judgment 
of the Procurement Official, contracts may also be required for waived procurements in 
amounts less than$150,000 or for products in excess of $150,000.     

5. The Procurement Official may authorize budgeted expenditures of up to $150,000 for 
Waivers with estimated fiscal year or project expenditures greater than $150,000, if: 

a. No contract is required; and 

b. Funding for such expenditures is included in the adopted budget; and  

c. Written justification for initiating expenditures up to $150,000 is provided to the 
Procurement Official, by the requesting Department 

B. Waivers identified in Section 2-218 (k) of the Procurement Code require submittal of a 
Request for Waiver of Competition – Category K Form.  For each software product or service 
essential to maintaining existing warranties and licenses, or to maintain compatibility with 
existing software systems, only an initial Request for Waiver of Competition – Category K 
Form shall be required.  Such waiver shall be valid for so long as use of the software is 
continuous. Software version updates shall be considered maintenance of compatibility with 
existing software systems.  Additional software components, modules or products not 
required to maintain use of existing systems are not considered Category K waivers.     

C. Waivers identified in Section 2-218 (v) of the Procurement Code for products and services 
related to information technology are limited to $250,000 per project, contract year, or fiscal 
year. Each Information Technology waiver requires the submittal of a Request for Waiver of 
Competition Form and approval of the Procurement Official.    

13.2 Exemptions  

Categories of procurements identified as Exemptions in Section 2-218 of the Procurement Code 
are exempt from competition and do not require the approval of the Procurement Official.   

A. Exemption Request Form 

1. Purchases of exempt goods and services less than or equal to $250,000 per fiscal year or 
project do not require submittal of an Exemption Request Form.   

2. Purchases of exempt goods and services in excess of $250,000 per fiscal year or project 
require submittal of an Exemption Request Form and authorization of the Board of 
County Commissioners.   

3. Purchases of exempt goods and services in any amount that result in a contract, require 
submittal of a Contract request in OnBase.     

B. Purchase Requisitions for exempt goods and services must properly identify the category of 
exemption.   

P-Card purchases of exempt goods and services must include backup documentation properly 
identifying the category of exemption.  
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CHAPTER 14 EMERGENCY PROCUREMENTS 
14.1 Emergency Procurement 

A. Emergency procurements are authorized by Section 2‐217(h) of the Procurement Code. 

B. An emergency procurement is defined as a purchase made due to an unexpected and urgent 
situation where health and safety or the conservation of public resources is at risk.  Threshold 
purchasing category requirements are waived in the event of an emergency procurement.  
Emergency procurements will be made with such competition as is reasonable under the 
circumstances.  Whenever feasible, local businesses shall be contacted to provide emergency 
products or services.   

C. Notification of Emergency Need 

1. Working Hours (Monday – Friday 8:00 a.m. – 5:00 p.m., excluding County recognized 
holidays): 

a. The Procurement Official must be notified by a Department Director of the need for 
an emergency procurement by phone or email as soon as practical after the situation 
is discovered.  The Department Director must advise the appropriate Assistant or 
Deputy County Administrator of the emergency situation.  Emergency procurements 
will be made with such competition as is reasonable under the circumstances. In the 
absence of a Department Director, the appropriate Assistant or Deputy County 
Administrator shall provide notification to the Procurement Official.  

b. The Procurement Official, in consultation with the Department Director, shall make 
the determination if the procurement should be classified as an emergency. The 
Procurement Official shall notify the County Administrator of all emergency 
procurement requests.    

i. If the estimated cost is $150,000 or less, the Procurement Official shall approve 
proceeding with the emergency procurement. 

ii. If the estimated cost is more than $150,000, the Procurement Official shall make 
a recommendation and obtain County Administrator authorization before 
approving the emergency procurement 

2. After Hours 

a. In the event an emergency occurs during non-working hours, the Department 
Director is authorized to make purchases without competition to protect the health, 
safety, welfare, or property of the County or its citizens.   

b. The Department Director shall only make purchases necessary to stop the immediate 
threat to the health, safety, welfare, or property of the County or its inhabitants.  An 
“immediate threat” is a threat of additional damage or destruction from an incident 
that can reasonably be expected to occur prior to discussions with the Procurement 
Official during Working Hours. 

c. The Department Director shall notify the Procurement Official and the appropriate 
Assistant or Deputy County Administrator of the emergency the next business day.  
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All subsequent purchases pertaining to that emergency shall follow the Working 
Hours procedures outlined above.   

D. Emergency Procurement Form  

1. Following the emergency procurement, the requesting Department will complete an 
Emergency Procurement Form, which shall contain the following minimum information: 

a. Detailed explanation of the basis for the emergency 

b. Date the emergency procurement occurred 

c. Information regarding the vendor selection process  

d. Financial information (including the actual or estimated cost of the procurement) 

e. Payment method (P-Card or Purchase Order) 

2. The Emergency Procurement Form must be reviewed and approved by the requestor’s 
Department Director and then by the Procurement Official.   

a. At the discretion of the Procurement Official, following review of the Emergency 
Procurement Form the Procurement Official may require a debriefing from the 
Department Director.  

E. All emergency procurements shall be reported to the County Administrator who shall 
subsequently advise the Board of County Commissioners. 

F. For Emergency Procurements with estimated costs over $250,000: 

1. The Department must notify the County Administrator in writing if expenditures exceed 
the estimated cost on the Emergency Procurement Form by more than 10%. 

2. The Procurement Official must be copied on any such notification 

G. Additional Information 

1. An emergency will often occur due to an unanticipated failure of vehicles, systems, or 
equipment which must be kept in operating order. Emergencies created through 
negligence are to be avoided.  

2. Failure to anticipate normal needs or project deadline dates or a desire to expend excess 
or remaining budgeted funds prior to year-end does not constitute an emergency.  

3. Each completed Emergency Procurement Form will route to the Procurement Official, 
Assistant County Administrator, and Deputy County Administrator.  

4. Abuse of Emergency Procurement procedures may result in disciplinary action. 

14.2 State of Emergency Procurement 

A. A declaration of a state of emergency for Sarasota County shall also constitute an emergency 
procurement condition.  During such state of emergency, the Procurement Official may 
suspend any or all provisions of the Procurement Code and authorize emergency 
procurements to maximize the County’s eligibility of expense reimbursement.  If such 
declaration is in effect, all procurements made during such declaration must conform with 
and follow Sarasota County state of emergency purchasing Standard Operation Procedures 
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and Federal Emergency Management Agency (FEMA) guidelines adopted at the time of the of 
the procurement 

1. Non-Competitive Procurements 

a. During a state of emergency, procurements may be made without competition if 
one or more of the following conditions are met: 

i. Micro-Purchase:  Supplies or services with an aggregate dollar amount of less 
than or equal to the current FEMA micro-purchase limit.  Micro-purchases may 
be made without soliciting competitive quotations provided the County finds 
the price quoted/obtained to be reasonable. 

ii. Emergency:  Supplies or services that are required due to an unexpected and 
unusually dangerous situation that calls for immediate action or an urgent need 
for assistance or relief.   

iii. Exigency:  Supplies or services that are necessary in a particular situation, that 
requires or demands immediate aid or action.   

iv. Sole Source:  Supplies or services that are available from only one source.   

2. Competitive Procurements 

a. During a state of emergency, procurements that do not meet non-competitive 
procurement conditions require a competitive process.  Procurements requiring 
competition will be solicited by Procurement staff, regardless of estimated 
expenditure.   

3. Emergency Contracts 

a. During a state of emergency, supplies or services may be procured using pre-
positioned emergency contracts, if such contracts were procured in accordance with 
FEMA guidelines.   

4. Meals 

a. During a state of emergency, the County may procure meals for employees engaged 
in eligible emergency work, provided conditions constitute a level of severity that 
requires employees to work abnormal, extended work hours, without a reasonable 
amount of time to provide for their own meals, or when food and/or water is not 
reasonably available for employees to purchase. FEMA only reimburses the cost of 
meals that are brought to the work location and purchased in a cost-effective and 
reasonable manner, such as bulk meals. FEMA does not reimburse costs related to 
group outings at restaurants or individual meals. 

5. P-Card Purchases 

a. Essential Personnel identified by each Department will have the ability to make 
emergency purchases using a P-Card during a state of emergency.  P-Card purchases 
must comply with state of emergency policies established in the P-Card Manual.  
Authority for purchases over $10,000.00 lies with the Unit Leader, Branch Director, 
DOC Manager, Director, Section Chief of Incident Commander as applicable.   
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B. For instances where Sarasota County is providing services to other governmental entities 
which have declared an emergency, and upon request of the County Administrator or 
designee, the Procurement Official may suspend any or all provisions of the Procurement 
Code and authorize the procurement of goods and services necessary to support the provision 
of such services.  Such authorization shall be provided by the Procurement Official in writing.   

CHAPTER 15 COOPERATIVE PROCUREMENTS 
15.1 Cooperative Procurement is defined as the action taken when two or more entities combine their 

requirements to obtain advantages of volume purchases, including administrative savings and 
other benefits. It refers to a variety of arrangements, whereby two or more public procurement 
entities (or agencies) purchase from the same supplier or multiple suppliers using a single 
solicitation.  Cooperative procurement efforts may result in contracts that other entities may 
“piggyback.” 

15.2 The Procurement Official shall have the authority to join with other units of government in 
cooperative procurement ventures to use Alternate Source Contracts, when doing so is in the best 
interest of the County, and the purchase is in accordance with County Ordinances.     

A. Approval to purchase against an Alternate Source Contract without competition requires 
submission of a Cooperative Purchase Request Form.   

B. To maximize efficiency and minimize duplication, Procurement will consolidate needs 
whenever possible.  Procurement may determine that a Cooperative Purchase request is 
unnecessary if the products or services can be provided under an active Cooperative Purchase 
or other mechanism.  In such cases, the requesting Department may be advised to coordinate 
with the owner of the active Cooperative Purchase to revise the Cooperative Purchases as 
necessary.       

C. Prior to submitting a Cooperative Purchase Request Form, Departments must evaluate 
whether the Alternate Source Contract meets their requirements.   

1. If all requirements are not included in the Alternate Source Contract, the Department 
must decide whether the entire purchase should be made on the open market, or 
whether to use the Alternate Source Contract for only the covered items.  

2. Optional items that are not covered by the Alternate Source Contract may be approved 
by the Procurement Official when adequate justification is provided and the total cost of 
such optional items does not exceed 10% of the total purchase or $10,000.00, whichever 
is greater.  If optional items exceed 10% of the total purchase or $10,000.00, whichever 
is greater, such items must be procured separately.  

D. Purchase Orders under Alternate Source Contracts must be issued directly to the vendor or 
an authorized reseller or distributer that is listed on the contract. 

E. A vendor’s offer to match the Alternate Source Contract pricing does not equate to an order 
under the contract, since such orders are not supported by the terms and conditions of the 
contract.   

F. The County’s standard insurance and bonding requirements apply to Cooperative Purchases.   

G. The Procurement Official will determine whether a separate County contract must be created.   
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1. Contract Term  

a. If the County piggybacks an Alternate Source Contract without utilizing a County 
contract, then the term shall be as set forth in the Alternate Source Contract.   

b. If the County utilizes a County contract, the term shall be as set forth in the County 
contract.   

15.3 Types of Alternate Source Contracts 

A. State Contracts   

1. A State Term Contract that was competitively procured by the Division of State Purchasing 
for selected products and services may be utilized by a requesting Department.     

a. When purchasing off State Term Contracts, the County shall comply with competitive 
quote requirements for State Agencies to the greatest extent possible.   Exceptions 
to this requirement may be granted at the discretion of the Procurement Official.  

b. If a State Term Contract requires eligible users to issue an RFQ, award of that RFQ 
shall be made to the respondent deemed by the County to be most qualified to 
provide the requested services.   

2. Alternate Source Contracts let by a federal, state or local government that have been 
approved by the Florida Department of Management Services, based on a determination 
that the contract is cost-effective and in the best interest of the state, may be utilized by 
a requesting Department.      

3. Prison Rehabilitative Industries and Diversified Enterprises, Inc. (PRIDE) contracts may be 
utilized by a requesting Department.    

B. General Services Administration Contracts (GSA Contracts) 

1. Departments may utilize GSA contracts included in GSA approved programs for State and 
Local governments.  These purchasing programs currently include the following, but may 
be modified:  

a. Cooperative Purchasing Program.  Purchase security and law enforcement equipment 
and technology products and professional services from Multiple Awards Schedule 
(MAS) Information Technology.   

b. Disaster Purchasing Program.  Purchase directly from approved GSA Federal Supply 
Schedule vendors to prepare for respond to or recover from disasters or acts of 
terrorism.     

c. 1122 Program.  Purchase approved law enforcement equipment and vehicles from 
selected GSA schedules and AutoChoice for use in counter-drug, homeland security, 
and emergency response activities.   

d. Schedule Access for Federal Grantees during Public Health Emergencies. Purchase 
directly from GSA Federal Supply Schedule contractors when expending federal grant 
funds in response to Public Health Emergencies.   

2. When purchasing from Contracts awarded through GSA, the County shall comply with any 
competitive quote requirements contained in those Contracts.    
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C. Cooperative Purchasing Programs 

1. Departments may utilize nationally recognized cooperative purchasing programs to 
procure goods and services without the requirement of competitive procurement 
provided the following criteria are met:  

a. The selection process used by the Lead Agency must be substantially equivalent to 
the process used by Sarasota County.   

b. The contract being piggybacked must be active.    

c. The products and/or services needed must be specifically identified within the scope 
of the contract.   

2. When purchasing from Contracts awarded through Cooperative Purchasing Programs, the 
County shall comply with any competitive quote requirements contained in those 
Contracts.    

D. Piggybacks 

1. Piggybacking is a form of intergovernmental cooperative procurement in which an entity 
will be extended the pricing and terms of a contract entered into by another entity.  
Purchases may be made against contracts awarded by other local governmental entities 
provided the following criteria are met:  

a. The selection process must be substantially equivalent to the process used by 
Sarasota County.  The Procurement Official may also consider the size of the entity, 
qualifications of the procurement office, volume of purchase and other factors.  

b. The contract being piggybacked must be active.    

c. The products and/or services needed must be specifically identified within the scope 
of the contract.    

d. The vendor must agree to extend contract terms and pricing to Sarasota County. 

2. When Piggybacking other entities, the County shall comply with any competitive quote 
requirements contained in those solicitation documents.    

15.4 Approval Process 

A. Approval to purchase against an Alternate Source Contract without competition requires 
submission of a Cooperative Purchase Request Form. Prior to submitting a new Cooperative 
Purchase Request, the requestor should review active Cooperative Purchases to determine if 
a request to utilize the same contract has already been approved, and to identify any other 
active Cooperative Purchases that meet the same need. In the event there is already an active 
Cooperative Purchase, an exemption revision may be required, rather than a new Cooperative 
Purchase Request.   The owner Department for the active Cooperative Purchase is responsible 
for submitting any necessary revisions to the Cooperative Purchase to accommodate 
additional usage.   

B. Each Cooperative Purchase Request must provide the Department’s justification for waiving 
the County’s competitive solicitation process and include the following supporting 
documents: 
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1. Solicitation and Addenda 

2. Submittal documents 

3. Bid Tabulation or Scoring Matrix 

4. Contract fee schedule (if applicable) 

5. Proof of Award 

6. Resulting Contract(s) 

7. Confirmation that vendor agrees to extend terms and pricing to Sarasota County 
(required for piggybacks) 

8. Evidence that quoted/proposed price matches the contract fee schedule (required for 
projects).   

C. Procurement will conduct due diligence when reviewing Cooperative Procurement requests, 
which may include, but is not limited to: 

1. Review the cooperative contract and solicitation documents and determine whether the 
use of the cooperative contract is appropriate. 

2. Review active County contracts, including cooperative procurements, to determine if an 
existing mechanism is available to meet the requestor’s needs. 

a. If an alternative existing contract or Cooperative Purchase is identified for the same 
or comparable products and/or services, Procurement may reject the request.  

3. Ensure that the use of the cooperative contract meets all competitive requirements. 

4. Review the cooperative contract for conformance with all applicable laws and best 
practices. 

5. Analyze the product or service specifications, price, terms and conditions and other 
factors such as: cost to utilize the contract, shipping, minimum spend requirements, and 
availability of contract documentation, to ensure that the cooperative contract produces 
best value.  

6. Incorporate or remove additional terms and conditions as required by the County. 

7. Verify contract application and eligibility. 

D. Approval of Cooperative Purchase Requests will be at the contract level and not at the 
cooperative entity or agency level.  

E. All Cooperative Purchase Requests require approval by the Procurement Official. 

1. Cooperative Purchase Requests with estimated  fiscal year, contract year, or project 
expenditures up to $150,000 do not require additional authorizations after approval by 
the Procurement Official.   

2. Cooperative Purchase Requests with estimated fiscal year, contract year or project 
expenditures between $150,001 and $250,000 require written authorization by the 
County Administrator after approval by the Procurement Official.  If the Cooperative 
Purchase results in a contract signed by the County Administrator, the County 
Administrator will not be required to sign an authorization form. 
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3. Cooperative Purchase Requests with estimated fiscal year, contract year or project 
expenditures greater than $250,000 require written authorization by the Board of County 
Commissioners after approval by the Procurement Official.   If the Cooperative Purchase 
results in a contract signed by the Board, the Board will not be required to sign an 
authorization form 

4. The Procurement Official may authorize budgeted expenditures of up to $150,000 for 
Cooperative Purchase Requests with estimated fiscal year, contract year or project 
expenditures greater than $150,000, prior to County Administrator or Board 
authorization if: 

a. No contract is required; and 

b. Funding for such expenditures is included in the adopted budget; and 

c. Written justification for initiating expenditures up to $150,000 is provided to the 
Procurement Official, by the requesting Department. 

F. If an approved Alternate Source Contract is renewed beyond the termination date indicated 
on the approved Request Form, the County’s Purchase may be renewed for that same period 
upon submission of a Renewal Request Form by the Department and approval by the 
Procurement Official.  Such renewals do not require authorization by either the County 
Administrator or Board of County Commissioners. 

15.5 Department Responsibilities - Departments utilizing approved Alternate Source Contracts are 
responsible for: 

A. Complying with any requirements contained in the “Use Instructions” on active Cooperative 
Purchase requests, in addition to any contract requirements.       

B. Ensuring the contract being utilized is active at the time a purchase is made.   

C. Consulting with Procurement to determine if the piggybacked contract allows for services 
initiated prior to the contract expiration to extend beyond the term of the piggybacked 
contract.      

15.6 Consolidated Joint Purchasing  

A. The County may participate in a joint solicitation with other agencies to aggregate their 
individual product and service needs (a.k.a. “purchasing volume”) into a single solicitation 
effort.  Each participating agency is bound to the contract resulting from a singular effort.    

B. When initiating a consolidated joint purchase, a written undertaking from all participating 
entities is required.    

CHAPTER 16 SOLE SOURCE PROCUREMENTS 
16.1 A Sole Source is a procurement resulting from a lack of competition in the marketplace.  A Sole 

Source will result when only one vendor or supplier has the capability to provide the required 
product or service.  Sole Source purchases require submittal of a Sole Source Request Form in 
OnBase. 

16.2 Sole Source Criteria 

A. To be considered a Sole Source procurement, one or more of the following criteria must be 
met: 
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1. There is only one authorized vendor or distributer. 

2. No other vendor can provide a comparable product or service, regardless of cost or 
timeline. 

3. The product or service is proprietary (only one vendor has the legal right to sell it) 

4. Other vendors sell something similar, but the requestor needs something specific to be 
compatible with existing equipment, and only one vendor sells it.  

B. The following criteria are not considered legitimate sole source exemptions: 

1. Time or cost savings 

2. Consistency 

3. Vendor Preference 

4. Continuation of work under an expired quote or contract 

16.3 All Sole Source procurement requests require submittal of a Sole Source Request form in OnBase 
and are subject to review by Procurement staff and approval by the Procurement Official.  
Approved Sole Source requests are valid for a period of twelve (12) months, unless otherwise 
determined by the Procurement Official. 

A. Sole Source requests with estimated fiscal year, contract year or total project expenditures 
up to $150,000 do not require additional authorizations, after approval by the Procurement 
Official.  Sole Source requests with estimated fiscal year, contract year or total project 
expenditures between $150,001 and  $250,000 require written authorization by the County 
Administrator.    If the Sole Source results in a contract signed by the County Administrator, 
the County Administrator will not be required to sign an Authorization Form. 

B. Sole Source requests with estimated fiscal year, contract year or total project expenditures 
greater than $250,000.00 require written authorization by the Board of County 
Commissioners.    If the Sole Source results in a contract signed by the Board of County 
Commissioners, the Board will not be required to sign an Authorization Form.   

1. Sole Source procurements for services in excess of $250,000.00 require a contract.  In the 
judgment of the Procurement Official, contracts may also be required for Sole Source 
procurements in amounts less than $250,000.  

C. The Procurement Official may authorize budgeted expenditures of up to $150,000, for Sole 
Source Requests with estimated fiscal year, contract year, or project expenditures greater 
than $150,000, if:  

1. No contract is required; and  

2. Funding for such expenditures is included in the adopted budget; and  

3. Written justification for initiating expenditures up to $150,000 is provided to the 
Procurement Official, by the requesting Department.   

16.4 Sole Source procurement requests will be supported by written documentation verifying that the 
product or service is proprietary or that the vendor is the only authorized distributor.  Sole Source 
requests may  require advertisement of an Intent to Sole Source, at the discretion of the 
Procurement Official.  
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A. If no vendors or suppliers respond, the Sole Source procurement will be approved by the 
Procurement Official.   

B. If vendors or suppliers respond that they are capable of providing products or services that 
meet the advertised specifications, a combined review with the requestor and Procurement 
will be performed.  Competition may be required based on the results of that review, at the 
sole discretion of the Procurement Official. 

CHAPTER 17 SINGLE SOURCE PROCUREMENTS 
17.1 A Single Source is a procurement made without a competitive process due to the need for 

standardization, maintenance of warranty or other factors, even though other competitive 
sources may be available.   

17.2 All Single Source procurement requests require submittal of a Single Source Request Form in 
OnBase and are subject to review by Procurement staff and approval by the Procurement Official.  
Approved Single Source requests are valid for a period of twelve months, unless otherwise 
determined by the Procurement Official.   

A. Single Source requests with estimated fiscal year, contract year or total project expenditures 
up to $150,000 do not require additional authorizations, after approval by the Procurement 
Official.  

B. Single Source requests with estimated fiscal year, contract year or total project expenditures 
greater between $150,001 and $250,000 require written authorization by the County 
Administrator.  If the Single Source results in a contract signed by the County Administrator, 
the County Administrator will not be required to sign an Authorization Form.   

C. Single Source requests with estimated fiscal year, contract year or total project expenditures 
greater than $250,000.00 require written authorization by the Board of County 
Commissioners.  If the Single Source results in a contract signed by the Board of County 
Commissioners, the Board will not be required to sign  an Authorization Form.  

D. The Procurement Official may authorize budgeted expenditures of up to $150,000, for Single 
Source requests with estimated fiscal year, contract year, or project expenditures greater 
than $150,000, if: 

1. No contract is required; and  

2. Funding for such expenditures is included in the adopted budget; and   

3. Written justification for initiating expenditures up to $150,000 is provided to the 
Procurement Official, by the requesting Department.   

CHAPTER 18 STANDARDIZATION 
18.1 Standardization may be (1) the result of a formal evaluation process facilitated by Procurement 

or (2) the recognition of the historical use of a product as determined by the Procurement Official.   

18.2 All Standardization requests require submittal of a Standardization Request form and are subject 
to review by Procurement staff and approval by the Procurement Official.  Approved 
Standardization requests may result in the need for a sole source or single source. 
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CHAPTER 19 CONSTRUCTION CONTRACTS 
This Chapter implements Procurement Code Section 2-219.  

19.1 Florida Statues include laws regulating the solicitation of Public Works Construction.  

A. Section 255.20, F.S. prescribes the spend levels which mandate competitive award of 
contracts such as Construction (building or structure) projects in excess of $300,000; or 
electrical work project in excess of $75,000; such thresholds being annually adjusted pursuant 
to the statute.  Road, street, and bridge work in excess of $250,000 requires certification or 
qualification of the contractor performing the work,  

B. Florida Statutes Chapter 489 prescribes licensing required for construction, definitions of 
construction services, and the requirement of a “qualifying agent” whose personal license is 
“bound” to a business entity in a prescribed formal manner to qualify that firm to perform 
specific construction. County Code may impose alternate licensing requirements.  

C. Section 255.05, F.S., prescribes bonding for public works construction, including the types and 
form of the bonds. 

D. Section 287.055, F.S., prescribes process and defines terms for alternative forms of public 
construction, including design build and construction management.  

19.2 Project Delivery Methods for construction projects may include, but are not limited to design-
build, design-bid-build, and construction manager at risk.  The project delivery method for each 
project will be determined by the requesting department in consideration of timing, cost, risk 
and other factors.  Procurement will review the project delivery method to ensure compliance 
with applicable statutes, regulations, and the Procurement Code.   

CHAPTER 20 PROTESTS 
This Chapter implements Procurement Code Section 2-221.  

20.1 Any bidder, proposer, or offeror may protest the terms, conditions and specifications of an IFB, 
ITN, RFP, RFQ or RPS in accordance with the procedures outlined in Section 2-221 (c) of the 
Procurement Code or a recommended award of a contract resulting from an IFB, ITN, RFP, RFQ, 
or RPS in accordance with the procedures outlined in Section 2-221 (d) of the Procurement Code.   

A. Each intent to protest must be submitted to the Procurement Official in writing within the 
timeline prescribed in Section 2-221 of the Procurement Code.  An intent to protest must be 
submitted to the Procurement Official by hand delivery, first class mail, courier delivery or 
email (only if submitted to ProcurementOfficial@scgov.net).  No other form of delivery will 
be accepted.    

B. Each written protest must include a Protest Submittal Form.  Written protests must be 
submitted to the Procurement Official within the timeline prescribed in Section 2-221 of the 
Procurement Code.  Formal written protests must be submitted to the Procurement Official 
by hand delivery, first class mail, courier delivery or email (only if submitted to  
ProcurementOfficial@scgov.net).  No other form of delivery will be accepted.   

C. Written protests of a recommended award must be secured by a protest bond in accordance 
with Section 2-221 of the Procurement Code.   
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1. A protest bond or a cashier’s check made out to Sarasota County are the only acceptable 
forms of security.   

2. Written protests of the recommended award of a contract will be rejected by the County 
without further consideration if the protestor fails to submit a bond in an original format 
within seven business days of the posting of the Notice of Recommended Award.   

3. The protest bond is forfeited if the protest is ultimately denied.  If the protest is successful 
or the solicitation is canceled at any point during the appeal process, the County shall 
refrain from making a claim on the bond or refund the bond amount as applicable.   

D. Appeals of the Procurement Official’s denial of a written protest must be submitted to the 
Sarasota County Administrator within the timeline prescribed in Section 2-221 of the 
Procurement Code.  Written appeals must be submitted to the County Administrator by hand 
delivery, first class mail, courier delivery, or email (only if submitted to 
countyadministrator@scgov.net).  No other form of delivery will be accepted.   

E. Appeals of the County Administrator’s denial of a protest must be submitted to the Sarasota 
County Board of County Commissioners within the timeline prescribed in Section 2-221 of the 
Procurement Code.  Written appeals must be submitted to the Board by hand delivery, first 
class mail, courier delivery or email (only if submitted to commissioners@scgov.net).  No 
other form of delivery will be accepted.   

CHAPTER 21 CONTRACT DISPUTES OR CLAIMS 
This Chapter implements Procurement Code Section 2-222. 

21.1 Refer to Section 17, Suspension or Debarment, of the Sarasota County Contracts Administration 
Manual. 

CHAPTER 22 SUSPENSION OR DEBARMENT 
This Chapter implements Procurement Code Section 2-222. 

22.1 In accordance with Section 2-222 (i) of the Procurement Code, any vendor who has received the 
County’s Notice of Intent to debar them from consideration for award of purchases or contracts 
shall have the right to request that the proposed debarment action be reviewed and 
reconsidered.   

A. Each Request for Review must be submitted to the Procurement Official in writing within the 
timeline prescribed in Section 2-222 (i) of the Procurement Code.  A Request for Review must 
be submitted to the Procurement Official by hand delivery, first class mail, courier delivery, 
or email (only if submitted to procurementofficial@scgov.net).  No other form of delivery will 
be accepted.   

B. Appeals of the Procurement Official’s final debarment decision must be submitted to the 
Sarasota County Administrator within the timeline prescribed in Section 2-222 (k) of the 
Procurement Code.  Written appeals must be submitted to the County Administrator by hand 
delivery, first class mail, courier delivery, or email (only if submitted to 
countyadministrator@scgov.net).  No other form of delivery will be accepted.   

C. Appeals to the County Administrator’s debarment decision must be submitted to the Sarasota 
County Board of County Commissioners within the timeline prescribed in Section 222 (l) of 
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the Procurement Code.   Written appeals must be submitted to the Board by hand delivery, 
first class mail, courier delivery, or email (only if submitted to commissioners@scgov.net).  No 
other form of delivery will be accepted.  A copy of the appeal must be sent to the Sarasota 
County Administrator (countyadministrator@scgov.net) and the Sarasota County 
Procurement Official (procurementofficial@scgov.net).    

CHAPTER 23 INSURANCE AND BONDING 
This Chapter implements Procurement Code Section 2-223.  

23.1 Vendor Insurance Requirements 

Vendors are required to have insurance to perform work on County property.  A copy of an Insurance 
certificate showing proof of coverage at the minimum levels must be received prior to commencement of 
any work.  Samples of insurance certificates and requirements may be reviewed on the Safety and Risk 
Management ENet site. 

A. Evidence of insurance is required for all (but not limited to) services, contracting operations, 
concessions, sports leagues, sports training, maintenance agreements and consulting 
services.  The purpose is 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. 

B. Evidence of insurance must be provided through an Accord certificate or other proof of 
insurance acceptable by Risk Management. 

C. Insurance is required, regardless of the payment mechanism.  Purchasing Card procurements 
for commodities/products are exempt from standard insurance requirements unless 
otherwise required by Risk Management. 

23.2 Insurance Guidelines 

The Insurance Classification Matrix on the Safety and Risk Management ENet site will guide 
you to the exposure index and the required limits of liability. 

23.3 Insurance Waivers 

Certain categories may be exempt from standard insurance requirements with the approval 
of Risk Management in writing.  Section 5 of the Risk and Insurance Manual outlines 
exemptions to standard insurance requirements 

23.4 Insurance Audit and Reporting 

Procurement and Risk Management randomly audit purchasing card purchases to ensure 
compliance with insurance requirements 

23.5 Bond requirements 

A. Performance and Payment Bonds, or other performance guarantees shall not be required for 
Public Works projects with a cost of less than $200,000 unless otherwise determined by the 
Procurement Official.   
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B. Performance Bonds or other performance guarantees may be required for service contracts 
as determined by the Procurement Official.   

C. Bond or other performance guarantee requirements shall be as set forth in each solicitation.   

CHAPTER 24 AUDIT RIGHTS 
This Chapter implements Procurement Code Section 2-224. 

24.1 Section 2-224 of the Procurement Code establishes the right of Sarasota County to inspect the 
records of a contractor and for maintenance of such records for three years after final payment 
of a contract. 

CHAPTER 25 RESERVED RIGHTS 
This Chapter implements Procurement Code Section 2-225.  

25.1 The Procurement Official reserves the right to cancel any solicitation during any phase of the 
process.  The Procurement Official further reserves the right to cancel any recommended award 
or recommended contract at any time prior to execution. 

25.2 In the event a solicitation results in no responsive and responsible offerors, and the Procurement 
Official has determined the solicitation as written was sufficient, the Procurement Official may 
authorize direct negotiations with a vendor without any further competitive process. 

25.3 If only one responsive and responsible bid or proposal is received, the Procurement Official may 
cancel the solicitation and negotiate with the sole respondent.  This section does not apply to 
solicitations issued pursuant to Section 255.20, F.S. 

25.4 The Procurement Official may deem that bidder or proposer non-responsible to a specific 
solicitation if said bidder or proposer has had a contract with the County terminated for cause. 

CHAPTER 26 UNAUTHORIZED PURCHASES 
This Chapter implements Procurement Code Section 2-226. 

26.1 An Unauthorized Purchase occurs when any County employee orders, contracts for, or buys any 
products or services without adhering to the requirements of the Procurement Code, 
Procurement Manual, adopted Procurement Standard Operating Procedures (SOP), and/or 
contract terms.  

26.2 Examples of Unauthorized Purchases include, but are not limited to, the following:  

A. Committing to a purchase prior to issuance of a purchase order.  

B. Purchasing products or services which are available under a County contract, outside of the 
contract absent written permission of the Procurement Official. 

C. Misuse of a County contract.  

D. Providing false, misleading, or incomplete information to Procurement to circumvent adopted 
procurement policies and procedures.   

E. Adding products or services to a previously approved Purchase Order, contract, work 
assignment, or task order without approval of the appropriate signature authority. 
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F. Modifying contract terms, such as fee schedule, scope, deliverables, project schedule, without 
proper authorization as provided by the contract terms.    

G. Splitting purchases to circumvent procurement thresholds.   

H. Bypassing the emergency procurement process.  

I. Procurement of products or services under an inapplicable or expired procurement method.  

26.3 When it is determined that a County employee did not follow Procurement Code, Manual, and/or 
Procurement SOPs, an Unauthorized Purchase Form must be submitted by the employee who 
authorized the purchase.  The form must be reviewed and electronically approved by the 
employee’s Department Director.  The completed form will route to the Procurement Official, 
Assistant County Administrator, Deputy County Administrator, and Human Resources to be 
retained in the employee’s records. Further action, including disciplinary action may occur.  

26.4 In the event an Unauthorized Purchase is not timely detected by any of the relevant reviewers, 
the employee nonetheless remains responsible for the Unauthorized Purchase and is subject to 
the consequences stated above.  An Unauthorized Purchase Form will be required at that time. 

CHAPTER 27 COMPLIANCE WITH STATE AND FEDERAL REQUIREMENTS 
This Chapter implements Procurement Code Section 2-227. 

27.1 Establishes jurisdiction of State and Federal Laws. 

CHAPTER 28 ENVIRONMENTALLY PREFERRED PROCUREMENT 
This Chapter implements Procurement Code Section 2-228. 

28.1 Sarasota County is committed to the procurement of products and services that minimize 
environmental and social impacts and emphasize long term values.  The requesting department 
and Procurement shall be jointly accountable for applying the environmentally preferred 
procurement standards expressed in the Procurement Code to all purchases to the extent that 
this is feasible.   

A. The requesting department shall make a reasonable effort to apply these standards in their 
scope development and product and service requests.  These standards may include 
considering products and services that have a lesser or reduced effect on human health and 
the environment or result in a reduced cost over its lifetime when compared to other products 
and services that serve the same purpose. Such procurements may consider raw materials 
acquisition, productions, manufacturing, packaging, distribution, reuse, operation, 
maintenance, or disposal of the product or service. 

B. The requesting department shall make a reasonable effort to seek products and services that 
carry third party certifications to ensure quality and performance and avoid greenwashing.  
Examples of such certifications include: ENERGY STAR, WaterSense, Green Seal, Electronic 
Products Environmental Assessment Tool (EPEAT), EcoLogo and Forest Stewardship Council.  
When third party certifications are not available, the requesting department shall make a 
reasonable effort to explore product alternatives and specifications, through research and/or 
consultation. 
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C. When specified in the solicitation, the requesting department and Procurement will consider 
full life cycle costs to the greatest extent possible when performing price comparisons on 
products and services.   

D. Nothing in this section shall be construed as requiring a department or contractor to procure 
products that do not perform adequately for their intended end use or are not available at a 
reasonable price in a reasonable period of time. 

E. Additional information on applicable standards is available on the Sustainability ENet Site.  

CHAPTER 29 PROVISIONS HELD UNCONSTITUTIONAL 
29.1 This Chapter implements Procurement Code Section 2-229.  

29.2 If any provision is struck down, remaining provisions are valid. 

CHAPTER 30 TRANSPARENCY OF SOLICITATION DOCUMENTS 
30.1 This Chapter implements Procurement Code Section 2-230.  

30.2 Establishes the use of Sarasota County website for solicitation postings. 

CHAPTER 31 PAYMENT MECHANISIMS 
All purchases must comply with the provisions of the Procurement Code and Procurement Manual, 
regardless of the method of payment 

31.1 Purchasing Card 

A. Purchasing Card Transactions – Reference Purchasing Card Manual. 

1. Purchasing Cards may be used to make small dollar purchases, for single or multiple items, 
totaling no more than $10,000.00 per transaction.   

B. Transactions cannot be split to stay within the $10,000.00 per transaction limit. 

31.2 Purchase Requisition/Purchase Order   

A. To initiate a Purchase Order, requestors must submit a Purchase Requisition to Procurement.   

B. Section 2‐214 of the Procurement Code authorizes the Procurement Official, and/or 
designee(s) to approve purchase orders. The Procurement Official delegates authority for 
approving purchase orders.   

31.3 Payment Request 

A. Payment Requests are managed by the Clerk of Court Finance and are appropriate when a 
vendor does not accept purchasing cards or purchase orders. 

CHAPTER 32 CONTRACTS 
32.1 Contracts govern the business transaction between the County and its vendors.  The Procurement 

Official shall determine if a contract is required. 

32.2 Contracts may be required in any of the following circumstances: 
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A. The procurement of services or a combination of products & services, exceeding $250,000. 

B. An expenditure which would benefit from specific written terms and conditions applicable to 
both parties in a formal agreement. 

C. A project that may extend over a period of time or over multiple fiscal years. 

D. When required by law, policy, or other similar established regulation. 

E. Any procurement that the County determines would benefit from having a formal two-party 
agreement.   

32.3 Task Orders, Job Orders, Work Orders, Work Assignments 

A. Except as provided below, no task order, job order, work order or work assignment (“Task 
Order”) allowable under any Contract shall be issued without reasonable expectation that all 
tasks will be completed prior to the expiration or termination date of the contract governing 
the Task Order, 

B. Under extraordinary circumstances and at the discretion of the Procurement Official, Task 
Orders may be issued that are not anticipated to be completed prior to the expiration or 
termination date of the contract governing the Task Order.  The Procurement Official shall 
consider the immediate need to accomplish the work, unavailability of a new contract for 
such work, extraordinary expense if the work is delayed, and other relevant factors when 
making such determination.  Approval of any such contract extension shall be made in writing 
by the Procurement Official.  

C. Extension of a Contract   

1. If specifically provided by its terms, a contract may be extended under the following 
conditions:  

a. A Task Order issued under the contract was expected to be completed prior to the 
contract expiration; and 

b. Due to unforeseen circumstances arising after work has begun, the Task Order cannot 
be completed prior to the contract expiration. 

2. All contract extensions must be documented in writing.   

a. Extensions of 90 days or less may be authorized by the Contract’s Administrative 
Agent who shall provide a copy of the written extension document to Contracts 
Administration.  

b. Extensions beyond 90 days require written authorization of the Procurement Official.  
Such approval shall be at the sole discretion of the Procurement Official.   

3. No additional Task Orders shall be issued during such contract extension.   

32.4 Expenditure Caps 

At the discretion of the Procurement Official, contracts, waivers, sole sources, single sources, and 
cooperative purchases may proceed without an associated expenditure cap, if the time of delivery 
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and quantity of either goods or services or both required for the agreement or non-competitive 
procurement is unknown.     

32.5 Established Contracts:  

Where equivalent commodities or services are already available under a master contract, blanket 
contract, or term contract those purchasing vehicles must be used to make purchases except with 
written approval of the Procurement Official.      

32.6 Software Purchases 

A. EIT Approval: All software purchases must be pre-approved by Enterprise Information 
Technology following their Technology Request Process.  Requests will be vetted by EIT 
Security and Applications staff before being sent to the EIT software coordinator. Written 
documentation of EIT approval must be included as backup documentation with all software 
purchase requisitions and p-card transactions.   

1. If renewing a software license or subscription for software previously approved by EIT, a 
new request does not need to be submitted unless previously approved software terms 
have changed (refer to Section 32.6 F.).    

B. Indemnification  

1. Standard terms associated with software purchases often require the County to 
“indemnify” or “hold harmless” the vendor.  “To indemnify” means to compensate for 
harm or loss.  In most contracts, an indemnification clause serves to compensate a party 
for harm or loss arising in connection with the other party’s actions or failure to act.   

2. §768.28, F.S limits indemnification by the County to the amounts specified in torts 
(currently $200,000 per person, $300,000 per incident).   

3. Terms that require unlimited indemnification by the County, or indemnification by the 
County in amounts that exceed the amounts available for torts under s. 768.28, F.S. are 
unacceptable, but may be permitted under the circumstances provided below.   

4. Refer to the Indemnification Guideline available on Procurement’s eNet site for more 
information related to indemnification.     

C. End User License Agreement (“EULA): A EULA is a document that sets forth terms and 
conditions for the use of a software application.  Users are typically required to agree to the 
terms of a EULA before being granted rights to the software.  EULAs can only be signed by the 
Board of County Commissioners, the County Administrator, or the Procurement Official (under 
delegated authority). 

D. Payment Method: Purchase Orders are the default payment method for all software 
purchases.  Software purchases may be permitted using a Purchasing Card only under all of 
the following conditions:   

1. The vendor will not accept a county purchase order 

2. The P-Card transaction is made by authorized Department staff 

Effective 03/09/26



SARASOTA COUNTY PROCUREMENT MANUAL 

Page 55 of 59 

3. The name of the software purchased is identified in Works for reporting purposes 

4. Backup documentation includes written approval from EIT to purchase the software 

E. For each software purchase, the Department Director must determine that terms are 
acceptable, and it is in the best interest of the County to proceed.  If proceeding with a 
software purchase, the following requirements apply: 

1. Procurement Method:  The procurement of software is subject to the procurement 
thresholds and methods identified in the Sarasota County Procurement Code.   

2. Terms: The Department must review all terms & conditions associated with the use of the 
software (this may include terms that are incorporated through online links).  

3. Software purchases in any amount with a Contract:  If a signed contract is required by 
either party, all standard contract approval requirements are applicable to the software 
purchase, regardless of dollar value (a vendor quotation that requires the County’s 
signature is considered a contract).  Department must submit a contract request in 
OnBase to initiate contract review and approval.  Contract requests for software 
purchases must be accompanied by a Software Purchase Authorization (“SPA”) form, 
signed by the Department Director.   

4. If the software purchase is $10,000 or less and no Contract is required:  The Department 
Director may authorize staff to proceed with the software purchase after determining the 
terms are reasonable and it is in the County’s best interest to do so.  If issuing a Purchase 
Order, no supplemental documentation is required to proceed with the purchase at this 
threshold. 

5. If the software purchase is > $10,000 to $50,000 and no Contract is required:  The 
Department Director may authorize staff to proceed with the software purchase after 
determining the terms are reasonable and it is in the County’s best interest to do so.  To 
proceed, the Department must complete a SPA form.  A copy of the SPA form signed by 
the Director must be attached as backup documentation with the Purchase Requisition 
or P-Card transaction.   

6. If the software purchase is > $50,000 and no Contract is required:  The Department 
Director may authorize staff to proceed with the purchase of software after determining 
the terms are reasonable and it is in the County’s best interest to do so, as further 
described below.     

a. If the terms do not include unacceptable indemnification by the County, the 
Department must complete a SPA form.  A copy of the SPA form signed by the Director 
must be attached as backup documentation with the Purchase Requisition or P-Card 
transaction. 

b. If the terms include unacceptable indemnification by the County, the Department 
must negotiate with the vendor to limit or remove the indemnification by the County.   
The Department will document all efforts to negotiate the removal of unfavorable 
terms.   
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i. If negotiations are not successful, but the Department wishes to proceed with the 
software purchase, they will complete a Software Assistance (“SA”) form to 
request assistance from Procurement for additional negotiations.   

(a) Upon receipt of the SA form, Procurement will contact the vendor to 
request the removal or limitation of indemnification provisions and will 
document all efforts to negotiate unfavorable terms.   

c. Upon completion of negotiations, whether successful or unsuccessful, the 
Department must complete a SPA form to proceed with the software purchase.  

i. If the Purchase is > $50k to $150,000, a copy of the SPA form signed by the 
Director must be attached as backup documentation with the Purchase 
Requisition or P-Card transaction.  

ii. If the purchase is > $150,000  

(a) If negotiations are successful: 
1.   If the purchase is associated with a procurement that has already been 

approved by the County Administrator or Board, a copy of the SPA form, 
signed by the Director, must be attached to the Purchase Requisition or 
P-Card transaction.  

2.   If the procurement has not previously been approved by the County 
Administrator or Board, a copy of the SPA form, signed by the Director, 
must be attached to the eCAR or eBAR item, along with a detailed 
description of all attempts to negotiate terms.  As part of the eCAR or 
eBAR process, the Office of the County Attorney will conduct a full 
review.   

(b) If negotiations are unsuccessful, a copy of the SPA form, signed by the 
Director, must be attached to the eCAR or eBAR item, along with a detailed 
description of all attempts to negotiate terms.  As part of the eCAR or eBAR 
process, the Office of the County Attorney will conduct a full review.   

F. Renewals 

1. When renewing software previously approved by Board action, or approved through the 
process above, the following requirements apply: 

a. If the software renewal contains terms that do not differ from the terms that were 
previously approved,  the Department may proceed with the renewal purchase.   

i. For renewal purchases > $10,000: Each Purchase Requisition or P-Card 
transaction must include the following backup documentation: 

(a) A copy of EIT’s prior approval or new documentation from EIT confirming 
their prior approval 

(b) A completed SPA form signed by the Director  

2. If the software renewal contains terms that differ from the terms that were previously 
approved, and those terms include unlimited indemnification by the County, or 
indemnification by the County in amounts that exceed  the amounts available for torts 
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under s. 768.28, F.S., the renewal must be treated as a new software purchase subject to 
the requirements above.   

32.7 Further information regarding contracts is available in the Contracts Administration Manual. 

CHAPTER 33 TERM CONTRACTS 
33.1 Term Contracts are contracts in which a source of services or supplies is established for a specified 

period of time for specified services or supplies; usually characterized by an estimated or definite 
minimum quantity, with the possibility of additional requirements beyond the minimum, all at a 
predetermined unit price. 

A. Standard Term: The standard term will be an initial period of three years, with the option of 
two (2) one-year renewals.  Notwithstanding the preceding sentence, each contract 
opportunity shall be analyzed to determine the most appropriate contract term.  The 
Procurement Official shall determine the appropriate contract term length in consultation 
with the requesting Department.  At the Procurement Official’s discretion, a Term Contract 
may be extended beyond the expiration date in accordance with the General Terms and 
Conditions of Solicitations.  

B. If the County has a Term Contract in place for product and services, requestors are not 
permitted to purchase products or services included in that agreement from another vendor, 
except with written approval of the Procurement Official.  

C. If a Term Contract for construction projects or a Unit Price Contract allows for work 
assignments that include non-competitive line items, in no instance shall those non-
competitive line items exceed $50,000.00 or 25% of the total work assignment cost, 
whichever is less.   

33.2 Active Term Contracts are maintained in OnBase.  

33.3 Use of Term Contracts 

A. Requestors wishing to utilize a Term Contract that has a not-to-exceed amount (NTE) should 
complete a Term Contract Authorization Form to obtain written approval from the County’s 
Financial Agent for the Term Contract prior to initiating a Purchase Request.  

B. An approved Term Contract Authorization Form must be submitted to Procurement as 
supporting documentation with each Purchase Request under a Term Contract that has an 
NTE. 

C. Expenditures shall be limited to the amount specified in the contract.  Upon receipt of a 
Blanket PO Request Form completed by the Financial Agent, a Blanket Purchase Order will be 
established in the Financial System, less than or equal to the not-to-exceed amount specified 
in the contract. Not applicable to Term Contracts without an NTE. 

D. Financial Agents are responsible for initiating Blanket Purchase Orders for each Term Contract 
with an NTE and for monitoring term contract encumbrance and expenditures to ensure they 
do not exceed established expenditure caps.  To request a new Blanket Purchase Order, or to 
revise an existing Blanket Purchase Order, Financial Agents must complete a Blanket PO 
Request Form and submit it to Procurement.  
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33.4 Administrative and Financial agents are responsible for ensuring approval is obtained by the Board 
of County Commissioners when total fiscal year or contract year expenditures for a Term Contract 
will exceed $250,000.  

33.5 Unit Price Contract Work Assignments 

A. Except as provided below, no work assignment shall be issued without reasonable 
expectation that all tasks will be completed prior to the expiration or termination date of the 
contract governing the work assignment. 

B. Under extraordinary circumstances and at the discretion of the Procurement Official, work 
assignments may be issued that are not anticipated to be completed prior to the expiration 
or termination date of the contract governing the work assignment.  The Procurement Official 
shall consider the immediate need to accomplish the work, unavailability of a new contract 
for such work, extraordinary expense if the work is delayed, and other relevant factors when 
making such determination.  Approval of any such contract extension shall be made in writing 
by the Procurement Official.  

C. Extension of a Unit Price Contract   

1. A Unit Price contract may be extended in accordance with its terms under the following 
conditions:  

a. A work assignment issued under the contract was expected to be completed prior to 
the contract expiration; and  

b. Due to unforeseen circumstances arising after work has begun, the work assignment 
cannot be completed prior to the contract expiration. 

2. All contract extensions must be documented in writing.   

a. Extensions of 90 days or less may be authorized by the Contract’s Administrative 
Agent who shall provide a copy of the written extension document to Contracts 
Administration.  

b. Extensions beyond 90 days require written authorization of the Procurement Official.  
Such approval shall be at the sole discretion of the Procurement Official.   

3. No additional work assignments shall be issued during such contract extension. 

CHAPTER 34 PUBLIC-PRIVATE PARTNERSHIPS 
This Chapter implements Procurement Code Section 2-231 and F.S. §255.065. 

34.1 The county’s process for evaluating proposals for qualifying projects is defined in the Statute and 
further described in Section 2-231 of the Sarasota County Procurement Code.   

34.2 Unsolicited proposals for public-private partnerships must be submitted in accordance with the 
process defined in Section 2-231 of the Sarasota County Procurement Code.   

34.3 Each unsolicited proposal application must be submitted electronically using the online 
unsolicited proposal application available at www.scgov.net/procurement.    
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34.4 Fees  

A. Application Fee.   A $5,000.00 application fee is required for each unsolicited proposal.  The 
sufficiency review process will not begin until receipt of the $5,000.00 application fee.    

B. Stage 2 Evaluation Fee. A $25,000.00 Stage 2 evaluation fee will be required if the County 
elects to proceed with the Stage 2 evaluation of an unsolicited proposal. The Stage 2 
evaluation will not begin until receipt of the $25,000.00 evaluation fee.   Failure to pay the 
Stage 2 evaluation fee within thirty days after request by the County may result in the County 
stopping its review and rejecting the proposal without further consideration. 

C. Increased Fee.  If the Stage 2 evaluation fee is not sufficient, the evaluation fee shall be 
increased to cover the County’s actual costs. The proposer will be notified by the Procurement 
Official and shall pay the requested additional fee within thirty (30) calendar days of being 
notified.     

D. All fees are payable to Sarasota County only by money order or cashier’s check delivered to:  
Sarasota County Procurement Official, 301 N. Cattlemen Road, Sarasota, FL 34232.   

CHAPTER 35 DEFINITIONS NIGP STANDARDS 
Sarasota County supports and shall utilize the dictionary of procurement terms as published by 
the Institute for Public Procurement (NIGP) available at www.nigp.org, except as otherwise 
expressly provided herein.  These definitions may be expanded, updated, and revised as this 
professional association may determine.  The published collection of definitions shall be 
maintained in the Procurement Office.    
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