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Welcome
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Key changes from the
training will appear as a flash
on the monitor
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Code of Ethics

General

» Fair and open competition following highest ethical standards

 Grant all competitive respondents equal consideration

 Conduct business in good faith

« Honesty and ethical practices from all

 Promote positive respondent and contractor relationships
through courteous, fair and ethical treatment

* Negotiations will be equitable (win-win)

 Negotiate agreeable settlements of disputes or disagreements
with respondents

* Avoid conflicts of interest

Employee Ethics

* Follow HR Policy Code of Conduct & Florida Statute 112.313

* Avoid appearance of unethical or compromising practices in
relationships, actions and communications

» Purchasing maintains independence and impartiality,
dedicated to preserving integrity of the competitive
process and public confidence

Okaloosa County
Purchasing Division



Key Policy Guidance

Table 1- Purchasing Process Thresholds

PROCUREMENT METHOD THRESHOLD Signature Authority

Petty Cash (See Section 11) Not to exceed $200.00 Department Director or designee

Verbal Quotes (See Section 12.01) $0 to $3,500.00 Department Director or designee

$3,500.01 to $50,000.00
Written Quotes (See Section 12.02). Purchasing Director

Competitive Procurements (See Section 13; [E3s{oRe[o[oNek R (o XN Ke[oXe[o[oK0]0] County Administrator
Section 16).

Competitive Sealed Bids/Proposals (See $100,000.01 and over Chairman of the Board of County
Section 13; Section 16) Commissioners

Direct Payment (See Section 22) N/A Department Director or designee




The threshold limit for verbal
guotes at the Department
level shifts to $3,500

(Table 1, p. 17)

Purchasing card thresholds
also move to a single
purchase of $999.99 or $3,500
for combined purchases.
(Appendix 1)
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The Purchasing Director’s
written quote threshold
moves to $3,500.01 to

$50,000.

(Table 1, p. 17)
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The County Administrator’s
threshold level for
competitive procurements

moves to $50,000.01 to
$100,000.

(Table 1, p. 17)

Okaloosa County
Purchasing Division



The threshold for BOCC
approvals of competitive
procurements becomes

$100,000.01 and over.

(Table 1, p. 17)
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Valuation Calculation

Valuation is calculated on
the value of the initial term to
be awarded.

Valuation of a renewal Is

based on value of the
renewal term.

Okaloosa County
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Purchasing Overview
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Purchasing Overview
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Invitation to Negotiate

Request for Proposals

Request for Qualifications

Invitation to Bid ===== Specifications- Exact Service

Invitation to Quote === Specific Purchase or Service




Petty Cash for Purchasing




P-Card Documentation
- Enter description and
public purpose Into

P-Card Works Program

- One P-Card Transaction
Approval Form signed by
cardholder and supervisor

Okaloosa County
Purchasing Division



P-Card Documentation

NOTE:

1.The highlighted portion is the public purpose.

2.The public purpose shall be added to each transaction.

3.The Okaloosa County Pcard Works Report Transaction Approval Form will need to
be fill out and signed by the cardholders and the immediate supervisor each month.

Cardholder Approval Report

CH Full Name
Card Last 4 Digits Post Date Purchase Date Vendor Name Item Description
Item Total GL: ACCOUNTS GL: PROJECT Gl - FFMA PW#
WILKINSON, AIDA

5144 09/08/2017 09/07/2017 STAPLS7182782527000001 Cartridge multi-pack (3 colors) for printers;
192.49 552800 PUBLIC PURPOSE: Ink for visitor center
computers

09/08/2017 09/07/2017 STAPLS7182782527000001 Binder clips, Highlighters, Copy paper, File folders;
551001 PUBLIC PURPOSE: Office Supplies for Visitors
Center

09/08/2017 09/07/2017 STAPLS7182782527000001 View binders with D-rings 1" and 2"; PUBLIC
551001 PURPOSE: Office supplies for sales team

09/08/2017 09/07/2017 STAPLS7182782527000002 Highlighters, double-sided tape PUBLIC
551001 PURPOSE: Office supplies for visitor center

09/15/2017 09/14/2017 STAPLS7182782527000003 Postage meter tape strips PUBLIC PURPOSE: for

552990 Pitney Bowes machine; supplies not covered
under contract

09/18/2017 09/16/2017 STAPLS7183431912000001 Sharp Printing calculator PUBLIC PURPOSE:
552990 replacement for Charlotte D

09/18/2017 09/16/2017 STAPLS7183431912000001 Cartridges blue and pink, Back-UPS battery
552800 PUBLIC PURPOSE: for office computers

09/18/2017 09/16/2017 STAPLS7183431912000001 Antibacterial hand wipes, Inter-Departmental
551001 Envelopes PUBLIC PURPOSE: for office use

09/18/2017 09/16/2017 STAPLS7183433160000001 furniture (chairs) PUBLIC PURPOSE: for director's
office meeting table

09/18/2017 09/15/2017 OFFICE DEPOT #206 Calculator inkroll PUBLIC PURPOSE: for
552990 calculator

09/21/2017 09/20/2017 A STORAGE SOLUTION OF Storage Unit 1013 9/13-10/12: PUBLIC
544620 PURPOSE: Popup Banners, Displays, Promo
Items, Visitor Guides

DUNWORTH, CHARLOTTE 2017-10-11 08:18:16
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P-Card Documen

OKALOOSA COUNTY PCARD WORKS REPORT
TRANSACTION APPROVAL FORM

Name of employee: Nathaniel Hooks

Transactions for the month of: 10-5-2017 thru 11-4-2017

Last 4 digits of the purchasing card number; 1181

Attached is an account of afl purchasing card expenditures for dept: Purchasing Department

NOTE: THE PUBLIC PURPOSE FOR TIiE TRANSACTION SHALL BE ADDED TO THE WORKS REPORT DESCRIPTION.

I HEREBY CERTIFY THAT ALL PURCHASES CONTAINED HEREIN WERE FOR OFFICIAL OKALOOSA COUNTY BUSINESS, WERE MADE IN ACCORDANCE
WITH RULES AND DIRECTIVES, AND THAT I HAVE REVIEWED THIS LOG AND IT CORRECTLY REFLECTS THE CARD RECEIPTS ENCLOSED.

SIGNATURE OF CARDHOLER IMMEDIATE SUPERVISOR

DELIVER TO: OKALOOSA COUNTY FINANCE OFFICE, 302 N. Wilson Street, Suite 203 Crestview FL 32536
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Alternatives to Competitive
P

 State of Florida contracts

« RESPECT- The disabled
Industries
of Florida

 PRIDE- Florida Prison Industries

« GSA Schedule 70 (IT) and 84
(Emergency Management)

 Pre-competed Cooperative
Contracts
* Florida Sheriff Association
 U.S. Communities
 National Joint Power Alliance

NOTE: Piggybacking

scrutinized
with Federally » Local Government Contracts with Loyt
funded procurements Piggy Back clauses Okaloosa County

Purchasing Division



Competitive Procurement Phases

All Phases affected by the
“Cone of Silence”/
No Contact Clause,
Public Records,
and Public Meetings
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Contracts process defined
(Section 34)
Department responsibility for
defining scope, proposed
term and renewal options

. | (p.- 43)
Continuing contracts and
FTA funded contracts

Five years max + 90 day extension, determine max value

(Section 35)

Okaloosa County
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The major changes in Policy

Formalizes the no contact or

“cone of silence” guidance.
(p- 37)

Can still discuss business related to existing
contracts to accomplish your mission.
Cannot discuss the competitive procurement

Okaloosa County
Purchasing Division



Competitive Procurement Phases

All Phases affected by the
“Cone of Silence”/
No Contact Clause,
Public Records,
and Public Meetings

Okaloosa County
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Procurement Selection

Bid Evaluation Against ITB Criteria (Price centered)

Procurement Selection Committee (RFQ, RFP, ITN)

ADbility, capacity to perform

Ability to support schedule

Performance with previous contracts

Legal compliance with previous contracts
Financial resources

Quality, availability, adaptability

Ability to provide maintenance and service
Number and scope of conditions

Personnel, licensing, corporate qualifications
Current litigation

Subcontractor poor performance

Negotiate adjustment of scope if cost estimate is

exceeded

Meetings are advertised, open to the public, and have
minutes recorded
Evaluation using criteria published within solicitation

Okaloosa County
Purchasing Division



Competitive Procurement Phases

All Phases affected by the
“Cone of Silence”/
No Contact Clause,
Public Records,
and Public Meetings

Okaloosa County
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ITA notice with forwarding
recommendation to the
BOCC starts the protest
period.

(p. 26)

BOCC opportunity to ask questions about the
competitive procurement and award
recommendation before the formal approval

Okaloosa County
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Competitive Procurement Phases

All Phases affected by the
“Cone of Silence”/
No Contact Clause,
Public Records,
and Public Meetings

Okaloosa County
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Post Award Responsiblilities

Issuing Departments

* Assign department monitor (contract manager)
for each agreement through the term of the :
agreement

 Ensure agreements, amendment, change orders
are authorized using approval authority and
threshold level

 Administration of agreement

Okaloosa County
Purchasing Division



Post Award Responsibllities

Issuing Departments (Continued)

« Admin controls and monitoring to oversee
performance- conduct periodic inspections

 Attend meetings as required related to contract

 Review progress schedule

« Conduct on-site observations

« Maintain logs capturing data aligned to work
directive changes or change orders

IMPORTANT: Watch contract term end date. Work with
procurement on decision to renew or re-compete in
advance

Okaloosa County
Purchasing Division



Types of Competitive
Contracts




Pre-procurement work
expands due to 2 CFR Part
200 and Federal requirements
Terms and conditions

expand with Federal

requirements

Okaloosa County
Purchasing Division



Pre-Procurement Expansion

e Procurement Decision Matrix

— Specifications, description, scope, expected
duration, justification of need

— Independent Cost Estimate
— Consolidate requirements for piggyback by cities

— Documents procurement strategy, alternative
solutions or implementation strategy

— Sole source- justification and cost analysis
— Lease vs. Buy analysis
e Independent Contract Clause Matrix
— Determine Federally Required Contract Clauses

e Qualifications based procurement (compliance with
the Brooks Act)

Okaloosa County
Purchasing Division



Terms & Conditions

e | Standard bollerplate
N language that includes
STANDARD QUOTATION REQUEST TERMS AND CONDITIONS t d d | d
OLL GUATATIONS BRE SUBJECT TO THE FOLOWING TERM S AND COMDITIONS S a'n a'r C auses a'n
Request implies no obligation on the part of the Broward County Purchazing Division, The Director resenves the right to reject any or ru | es Wh I C h a‘ p p |y to
quatation and regect the cther part §in fs opmon such action would be in the best nberest of the Hoand. . .
Upon acceptance of this quatation by the County, the terms of the quotation zhall apphy to 3ll orders izsued 3z a result of such accepta! fo rm a.l |y SO | I C I te d Offe rS .

included within this quotation torm shall prewal over any conthcting provizion wihin 3my standard torm contract of the wendar regandles:
contrany, Ay order resulting fromthis quatation will be zubjsct to the following exprezz condtions and agreements on the part of the successtul vendar,

- 00 NOT IMCLUDE MORE THAN OME QUOTE PER ENWELOPE -

OEFINITIONS - The Board of County Commissioners iz hereinafter refemad to az "The Board” The Purchasing Director is hereinafterr1
3

1] VENDGR:

PRICING - Vexdor £1all hisert viltprice and exie sk agahs teach fem. b the ewat
ofa discrapaicy betwee s te vaftprice and the extession Grop ancior Total, the vt price wil
goen .

{ Tie @ dor, In 3 v g ths o otabo i e rimes tat tie prices giokd
Bl @ vot bigierthan the prices atwhich ie same fem ) orseruice i§) & sold Iy Zpproxim agly
smIrgarttes 1idersimiErems aud cosdo s toavyp ciaser wiams oe e,

DIECOUNTS - ey or may otk a caek disco nat far prompt paryme it
Howewer, 21ch dicon® Wil iotbe coszlcered i dekmilg the Dwest 1et cost br guok
euallaﬂ:nl s, e ifar :Iun:l renectanf dmut o I:-e muuered Ii tie qll:-t eyahaton

Federal Compliance
Additional clauses

¢, REJECTED MERCHANDISE - The Directormay withhold acceplaice of, or eject arygoods
which are o, wpon examhation, vot to meet te specicaton equieme i, Ui wittes
iottication of reection, goods #hall be removed Wit e & cak idar da by the Veadar,
Fejeced %IIII Tt nger than thirg (@30 cak idar days will be regarded a8 abandored and tie
Board ¢ kall kaw tie TNt dipoce ofthem & M owh property. 01 bode it and drigs, 1o
wittey botce or refecton veed be gher. Upor veral aotice © oo so, tie Verdor sial
Immecliate by remowe 3 eplace $1c Tefected merchandise atfie Ve wdors expense, Relecton
i 1oi-co rbrmance, e 1 provide semkces corfomig to s pechicatons, of talle © mest
ckINEryECl el Bs May TeEN It CO VTactor e lig i id I detant

e helor epress by Viderikes and agrees o il
e of iy federal, 8, muycpal or conty
Jy afect tie amler. I gowe rime vtreqiatog or
feke it compliance with ary rguemert of te
& Direcor e tore gabetittions may be cellwred,
My (2 cance e wit oot DIy to te §oand or

all chims made agalist the Board or any otier

(2 CFR Part 200 and FTA Circular C 4220.1F) |t aehg fon tie puciace o se ot tons

Bgs and licemifty the Boand, and any offizer
diztand retale ontofary moules wikh may e
simzert © met all claims riehg wom £ e

(p. 38)

Qotations g8 ItWEI‘I‘IElU’I‘EIﬂTIEllEI’E seatattie rek oftie IEII.‘IJT
M Couotaton Requests willvotbe acce ped from we ador I armears totie Boand wpon debt
orcontractvor from adetater ipon colijatons © the Boand.

2. SAMPLES: Samples, of drawlgs required £hall be celbered fee of change r rquesed, i
wot mutiaed or desfoyed In the examiiaton, Vendor will be otfed © remove same at el
expeise. Meamples ar 1ot emoved whily iy (30 cakadar days ater witten iotie to the
Weiar, tIE'lHIEIII:lE conglkred 3 atandoned and te Directr siall kave e rgit dipse of

3. PAYMENT AND COLLECTION OF CHARGES. lwokces will e paable afer proper
delery of memchandise. huokes mogt bear prchae onkr vambter. Folow hemctos for
[l 3 Inchcae o on parch e onders. Allzams dee totle Boand 3 hall be dediced fom carert
ohligation: that are dee or may become die. I the ewent that colecton & ot mack b tik
maneer, e Vendorshallpaytie foand,on demand, the amontor sech changes.

0. WARRANTIES AND GUAR ANTEES: The Vendor s kall obtali all maw racthirers' waraites
A grararees of allequpm et aad maeria requied bythls quotaton andary es it onders
I tie vame oftle Boardands kall deller same o tie politof cellery.
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Pre-Procurement Expansion

Federal Compliance

Okaloosa County
Purchasing Division




Insurance Reqgquirements

e |ncluded in all contracts and
agreements from purchasing

e Certificates of insurance in place
before work commences

P-Card environment

Insurance is required:

e When a vendor will be coming onto
Okaloosa County premises

e When a delivery will be made via a
company vehicle

Okaloosa County
Purchasing Division



The scope of work, specifications and | N
conditions cannot be well defined or a
solution is being sought to a problem. Used <
for services, including professional services.

e Department Directors shall outline specific need
and objectives that will make up the scope of
work or scope of services

< Evaluation Criteria is defined with the Department

= After opening, rank the proposals, negotiate a
contract, and then award the project to the
responsible and responsive business that offers the
best value and most advantageous proposal

Federal requirement- Document the basis for the selection of the vendor and that
sets forth the vendor’s deliverables and price, pursuant to

the contract, along with an explanation of how these Okaloosa County
deliverables and price provide the best value Purchasing Division




Introduces the use of the
Invitation to Negotiate (ITN)
concept

- Seeking a solution
- Develop a short list

- Negotiations
- Best and Final Offer

Okaloosa County
Purchasing Division




The scope of project is not clearly defined
and negotiations will be required to receive
the best value. Used with areas that
experience constant change, such as
technology

= A phased process where evaluation/scoring/ranking

proposing firms written submissions results in a short list of
one or more firms.

e Second phase consists of one or more scheduled
presentations/interviews and/or demonstrations with
short list firms.

= Thisis followed by single or concurrent negotiations to
obtain the best and final offer.

Federal requirement- Document the basis for the selection of the vendor and that

sets forth the vendor’s deliverables and price, pursuant to -l
the contract, along with an explanation of how these Okaloosa County
deliverables and price provide the best value Purchasing Division




Competitive Procurements

= Used for qualifications based selection of && L
professional services and compliance with
the Federal Brooks Act

e Used to comply with the Florida
Consultants Competitive Negotiation Act
(CCNA) to select engineers, surveyors,
architects, and landscape architects

Under CCNA, the top ranked firm helps define a detailed

scope of work and provides a detailed fee proposal. If fee

IS not acceptable, modifications to scope, schedule, and

budget are sought. If agreement cannot be reached, close
negotiations and begin with the next most qualified firm.

Okaloosa County
Purchasing Division



Competitive Procurements

The County has precise specifications or
very specific scope of services. Thisis a
cost-basis competition between businesses

Includes contract language in the bid
package

Very specific rules- usually involves a form-
based approach for bid packages

May require bid bond, performance or
payment bonds (Section 38, 39, 40)

Selection is based on the LOWEST PRICED,
responsive and responsible bidder.

Okaloosa County

Legal must approve final contract language B ———



Competitive Procurements

Invitation to Quote (ITQ):

The County has precise specifications or
very specific scope of services. Thisis a o o
cost-basis competition using a formal written FE¥s58
quote process in the $3500.01 to $50,000 s
range

Very specific rules usually involves a form-
based approach for the formal quotes

Adaptable to e-procurement efforts using
technology to capture the formal quotes

Selection is based on the LOWEST PRICED,
responsive and responsible bidder

Okaloosa County
Purchasing Division



Competitive Procurements

Public Notice Requirements (Newspaper,
County web site, Florida Purchasing Group)

- If a pre-bid or pre-proposal meeting is
iInvolved, 5 days notice is required

- RFP, RFQ, ITB, ITQ require public notice 14
calendar days prior to the receiving inputs
from business.

- If construction valued at more than
$200,000 is involved, 21 days notice is
required. If the value exceeds $500,000,
the notice increases to 30 days.

- ITQs below $50,000 do not require public
notice in the newspaper

Okaloosa County
Purchasing Division



Introduces seeking diversity In
competitive procurements

- Minority, women, and small
business enterprises (W/MBESs)

- Disadvantaged business
enterprises (DBE)

Required for federally/ state funded/grant efforts
(p. 35)

Okaloosa County
Purchasing Division



Public Procurement
ISsues




Sole Source Procurements

1. Sole Source can be legally purchased ,__"\""' !
from ONLY ONE SOURCE- Excludes | 4@
competition Gt .‘

2. Only one item will produce desired
results or fill the need

3. Use of brand names or model numbers
IS NOT a sole source procurement

4. Requires a good faith review and
certification by Purchasing Director

5. An Intent to Award/Sole Source
Notification is published (3 business
days)

6. $100,000.01 or greater- BOCC approval

Purchasing Division




Public ITA notice with sole
source procurements

(p-29)

Okaloosa County
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Single Source Procurements

1. Single Source procurements have .
multiple sources- but functionality and ( D
performance requirements point to ONE éi
economically feasible source

2. Justified due to cost or interchangeabillity
factors, recommendation by architect or
engineer

3. Rationale approved by Purchasing
Director

4. An Intent to Award/Single Source
Notification is published (3 business days)

5. $100,000.01 or greater- BOCC approval

Okaloosa County
Purchasing Division



Public ITA notice with single
source procurements

(p-29)

Okaloosa County
Purchasing Division




Emergency Procurement




Emergency Procurements

S e ﬂ'*
1. Emergency procurements are driven by
unexpected turns of events, to include acts of
God. i
2. Purchases related to protecting the health, =S ©

safety, welfare within the County, and County
property may fall under this category.

3. These actions must be backed up with
documentation, especially when seeking
reimbursement by the Federal or State
government. Documentation is submitted to the
County Administrator if $100,000 or below. If
amount is greater than $100,000, BOCC
ratification is required.

4.  Pre-planning, having contracts in place, and pre-
positioning avoids panics

Prior planning prevents poor performance

Okaloosa County
Purchasing Division



Orientation to the New
Purchasing Policy

For County Employees

Questions?
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