
ORDINANCE 93-11 

AN ORDINANCE AMENDING ORDINANCE 81- 
8, AS AMENDED, WHICH ESTABLISHED A 
BID LIMIT FOR THE COURT; 
SPECIFICALLY ADOPTING A PURCHASING 
POLICY FOR THE COUNTY; PROVIDING AN 
EFFECTIVE DATE. 

WHEREAS, the Board of County Commissioners of Nassau County, 

Florida, because of rising costs of all facets of County 

government, finds it necessary to raise the bid limit from 

$2,000.00 to $3,000.00 and 

WHEREAS, it is within their authority to raise the bid 

limitation from $2,000,.00 to $3,000.00, 

THEREFORE, BE IT RESOLVED that the following Ordinance is 

hereby enacted. 

PURCHASING POLICY 

SECTION 1 - PURPOSE 
The purpose of this purchasinq policv is to promote efficiency 

and economv in the purchase of various commodities for the Nassau 

County Board of County Commissioners. Further. this policy's 



purpose is to provide suidance and direction to all em~lovees 

involved in the purchasins process. 

SECTION 2 - FINAL RESPONSIBILITY 
The final responsibility for the carrvins out of the 

provisions of this policv rests with the Nassau Countv Board of 

County Commissioners. The Board shall desianate emplovees and/or 

officers to administer the various facets of this wolicv. 

SECTION 3 - DEFINITIONS 
1. BOARD - The Board is the Nassau Countv Board of Countv - 

Commissioners. 

2. CLERK - The Clerk is the Clerk of the Circuit Court who - 

serves as Ex-Officio Clerk to the Board of Countv Commissioners and 

Chief Finance Officer of the Countv. 

3. PURCHASING AGENTS - The Purchasins Asents are em~lovees - 

or officers desisnated by the Board of Countv Commissioners as 

havina authority to make purchases. 

4. DEPARTMENT HEADS - The Department Heads are those - 

individuals who are desisnated bv the Board to be heads of various 

departments of the Board. 

5. PURCHASE - A ~urchase is defined as an acauisition by - 

contractins in anv manner, whether bv rent, lease, lease/wurchase, 

or outriqht purchase, with a source of SUDD~Y for commodities or 

for both services and commodities. Within the meaning of this 

definition, the followina are not purchases or commodities: 

a. Transfer, sale or exchanae of personal property between - 

sovernmental asencies; 



I .  . 

b. Utilities: - 

c. Public communications, i.e., - telephone, teleara~h, 

newspaper ads, etc. 

d. Trans~ortation of persons or thinas: - 

e. Educational Seminars/Worksho~s; - 

f. Overniaht Lodaina: - 

g, Professional Services (when a contract has been sianed 

and amount is determinable, a purchase order shall be obtained 

and funds shall be encumbered). 

6. FORMAL BID - A formal bid is defined as a sealed bid with - 
the title, date, and hour of the public bid openina desisnated. 

7 .  INFORMAL BID - An informal bid is defined as a written - 

auotation not requirina a public openina of such bid at s~ecific 

time or date. 

8. COMPETITIVE BIDS - Competitive bids shall mean two or - 

more valid responses to a bid invitation. 

9. EMERGENCY PURCHASE - An emerqencv purchase is rewired - 

when the circumstances surroundins the emeraencv can only be 

rectified by the immediate purchase of commoditv or service. The 

immediate purchase of the commoditv or service will alleviate, 

improve or render null and void the County's emosure to life 

threat, propertv threat or financial loss/risk. An emeraencv is 

defined as a situation in which there is threat to life, a threat 

to propertv or a situation that exposes the Countv to material 

financial loss or liability. 



10. PURCHASE REOUISITION - A purchase reauisition is a four- 

part form prepared bv the reauisitionina individual. The 

reauisitioner shall complete the form and submit it to the Finance 

Dewartment. Once c o w  of the reauisition remains with the 

reauisitioner and the remainins three copies ao to the Finance 

Department. 

11. PURCHASE ORDER - The Purchase Order portion of the 
purchase requisition shall be completed bv the Finance Department. 

Uwon validation, the purchase order is distributed as follows: one 

copy to the vendor, one c o w  remains in the Finance Department and 

one cowv is returned to the reauisitioner to be used as a receivinq 

report. (Validation shall mean sianature bv the Clerk or an 

authorized Deputv Clerk). 

12. SOLE SOURCE - The sinsle or sole provider of particular 
qoods or services. 

SECTION 4 - PURCHABING RULES AND REGULATIONS 
1. Purchase Reauisition - Certain emplovees or officers, who - 

are desianated by the Board to its authorized representatives, 

shall have the authority to reauest purchases on the approved 

purchase reauisition forms. The reauisitioner shall submit the 

purchase requisition form to the Finance Department. Finance shall 

review the reauisition for completeness and to ensure that the 

reauisitioner has been authorized by the Board or its 

representative to make reauisitions, that the appropriate fund 

account number has been assianed, that there are sufficient 



unencumbered amounts in the fund account to cover the purchase, and 

that the requested purchase meets the reauirements of Chapter 4(C). 

2. Purchase Orders - If the conditions in Section 4 (1) above - 

are met, the Finance Department shall comwlete the purchase order 

portion of the purchase requisition form within four (4) davs of 

receipt. The form, upon validation shall become the wurchase order 

and shall be distributed in accordance with Section 3(111. 

3. Purchase Rules - - 

a. Anv purchase for $100.00 or less (see note A) need not be - 

made with the purchase reauisition/purchase order as described 

in Sections 1 and 2. Each purchase for $100.00 or less must, 

however be sisned for as beina received bv the department head 

or his authorized representative. 1 The date of receipt 

shall be indicated on the receivina report. A receivinq 

rewort must be filed with the Finance Department wrior to 

payment. for wurchases obtained with a purchase order, the 

pink copv of the ~urchase order shall serve as the receivinq 

report. For purchases obtained without a purchase order, the 

invoice shall serve as the receivina report. In both events, 1 
the receivinq rewort shall be sisned and dated bv the 

authorized individual indicatins receipt and acceptance of I 
I 

qoods. No purchase shall be divided or subdivided in order to 1 
circumvent section 4 ( 3  1 (b) . The Clerk of Circuit Court as Chief 

Financial Bfffeer shall have the authority to lower the amounts in Sub- 

Section (3)(a) to what he deems reasonable for any department that is found 
to abuse this section of the p s l i e y .  

$200.00 or less for arts and/or service for the repair of all heavy 
equipment at the ~ o a g  and Bridge Department 



b. - All purchases areater than $100.00 but equal to or less 

than $1,000 and purchases for parts and/or service of the 

repair of all h e a w  eauipment at the Road and Bridae 

Department sreater than $200 but eaual to or less than $1,500 

shall follow the purchase reauisition/wurchase order 

reaulations as described in Section 4t11 and (2). No wurchase 

shall be divided or subdivided in order to circumvent Section 

4f3) tb1. 

c. All purchases that are greater than the amounts listed in - 
(31 tb) above, but less than $5,000 shall also follow the 

purchase requisition/purchase order reaulations as described 

in Section 4 11) and (21 . The wurchasins aaent must, however, 

obtain at least three informal bids. Evidence of these three 

informal bids must be attached to the wurchase requisition 

which is to be sent to the Finance Dewartment. If three bids 

cannot be obtained, the aaent must provide the Finance 

Department with an explanation whv three bids cannot be 

obtained. 

i. State Contract Purchases - The three bid - 

requirements mav be waived if the purchase is procured 

under current State Contract. The purchase reauisition 

must reference the State Contract List. Contract Title, 

current contract number and contract emiration date. 

The wurchasins asent shall be reswonsible for making sure 

that the best and most economical wurchase is made. 



ii. Sole Source Purchases - If the required aoods or 
services can only be procured from a sole source, the 

purchasina aaent must provide a written explanation 

suw~ortina the reauisition of a sole source ~rocurement. 

Such written explanation shall be submitted with the 

purchase requisition to the Finance Department. The 

Finance Department can approve the purchase remisition 

if the written explanation is sufficient and in their 

opinion supports the sole source procurement. If the 

Finance Department does not have sufficient written 

explanation or the written explanation, in their opinion 

does not support the sole source wrocurement, the Board 

must approve the reauisition. The Finance Department 

will return the reauisition to the remisitioninq 

department and that department will wresent the 

requisition to the Board for their approval. Such 

approval shall be recorded in the Board's minutes. Upon 

approval from either the Finance Department or the Board. 

a purchase order will be issued and distributed in 

accordance with Section 3(11). 

d. All purchases equal to or qreater than $5,000, - 

require formal and competitive bids and shall be made 

pursuant to the provisions of Nassau County's bid 

ordinance. All purchases shall be advertised at least 

once in a newspaper of aeneral circulation and at least 

ten (10) days prior to the bid openinq. 



e. When onlv one bid is received for the purchase of an item - 

or srouw of items. the Board shall review the bid in order to 

determine the reasons why. if any. onlv one bid was received. 

The Board mav accept the onlv bid or it may reauest that a 

second call for bids be issued. If the only bid is accepted, 

then the reason why, if any, onlv one bid was received shall 

be included in the minutes of the Board. 

No purchase shall be divided or subdivided in order to 

circumvent Nassau County's competitive bid reauirements. 

The Board shall reserve the risht to reiect any and all bids 

and such reservation should be indicated in all advertisinq 

and bid invitations. 

f. Form PUR 7068 shall be reauired for all purchases eaual - 

to or areater than $3.000 and must be attached to the purchase 

reauisition form prior to submission to Finance Department. 

The Finance Department should be contacted if assistance is 

needed to com~lete Form PUR 7068 or if blank forms are needed. 

SECTION 5 - EMERGENCY PURCHASES 

Emersencv purchases can be made without havins to conform with 

the purchase resuisition/~urchase order reaulations as outlined in 

Section 4 provided that the emersencv purchase falls within the 

meanins of emeraencv purchase as defined i Section 3. The 

procedures for emersencv purchases are as follows: 

1. Emersencv purchases for all dollar amounts: - 

a. The department head shall obtain verbal - 

authorization prior to the emeraencv purchase from the 



Chairman or Vice-Chairman of the Board of Countv 

Commissioners. 

b. The department head is responsible for obtainina the - 

best  rice possible aiven the emerqencv time constraints, 

Three informal bids shall be obtained ~rior to the 

emeraencv ~rocurement if the procurement is for $1.000 or 

more2. If three informal bids can not be obtained, the 

department head must provide a detailed written 

explanation whv three bids can not be obtained. The 

detailed written emlanation shall be submitted to the 

Finance Department within five (5) business davs from the 

date of issuance of the purchase order. If the detailed 

written explanation is not received bv the Finance 

Department within a five (5) business dav timeframe, the 

Clerk shall notify the Board of Countv Commissioners. 

SECTION 6 - PURCHASING AGENTS 
The Board shall appoint emplovees and/or officers who shall 

have the authoritv to make purchases in accordance with the 

provisions of this manual. These emplovees and/or officers shall be 

desisnated as purchasins asents. 

The purchasina aaents shall submit requisitions and make 

purchases in accordance with the provisions of this ~olicv. The 

purchasins aqents shall also be responsible for makina sure that 

the best and most economical purchase is made. 

2$1, 500 or more for parts and/or service for the repair of all 
heavy equipment at the Road and Bridqe Department. 

9 



SECTION 7 - PROCESSING OF INVOICES FOR PAYMENT 
1. The Clerk in his cawacitv as pre-auditor of the Board - 

shall be responsible for the processina of invoices for pavment. 

The Clerk of his authorized representatives shall process invoices 

for pavment onlv if thev are in accordance with the Board's 

purchasins policies. All invoices that do not complv with the 

board's purchasins policies shall be submitted, to the Board. The 

Board, if it so chooses, can approve pavment of these invoices. 

Such approval shall be recorded in the Board's minutes. The Clerk 

shall then pav these invoices provided that pavment of such 

invoices does not conflict with his constitutional responsibilities 

as per-auditor of the Board. 

2. The Clerk shall process all invoices that do not fall - 

within the meanina of a purchase, Section 3(5). accordina to his 

best iudca-ment. 

3. The Clerk shall process all invoices for purchases of - 

$100 of less in accordance with Board policv3. The orisinal 

invoice must be sisned and dated bv the Board approved authorized 

personnel and must be submitted to the Finance Department for 

pavment . 
4. All invoices for purchases that are sreater than $100 but - 

eaual to or less than $1,000, and purchases for parts and/or 

service for the repair of all heavy eauipment at the Road and 

Bridge Department sreater than $200 and less than or eaual to 

3$200.00 or less for parts and/or services for the repair of 
all heaw eauipment at the Road and Bridse Department. 



$1,500 shall be processed only if the followina documents are on 

hand in the Finance Department: 

a. A~roperlvval idatedpurchase  reauisition/~urchase order. - 
b. A properly sianed and dated receivina report. The wink - 

c o w  of the purchase order shall serve as the receivinq 

report. The receivina report shall be sianed and dated bv an 

authorized individual indicatina receipt and acceptance of 

aoods in the quantities ordered. 

c. An oriainal invoice. The invoice must be as complete as - 

possible. It must clearlv indicate the name. address. and any 

other information pertaininq to the vendor. It must also 

clearly indicate the commodities sold and cost of such 

commodities. Monthly or other statements may be submitted; 

however. such statements shall not be used in place of an 

orisinal invoice. If the invoice is received by the 

reauisitionina department, it must be sianed and dated by 

Board approved authorized personnel prior to delivery to the 

Finance Department. Unless otherwise impracticable, all 

invoices shall be submitted directly from the vendor to the 

Finance Department. 

5. All invoices for purchases that are in excess of the - 

amounts listed in subsection 4 of this Section shall be processed 

only if the documents listed in subsection (31 above are on hand at 

the Finance Department, Form PUR 7068 has been properly completed 

as specified in Section 4f31 ((f 1 ,  and the applicable Sections of 

Section 4(31 (c-f1 were adhered to. 



6. All invoices for ~urchases that require formal and - 

competitive bids shall be processed only if the documents listed in 

Section 4 are on hand in the Finance De~artment, Form PUR 7068 has 

been ~roperlv completed as s~ecified in Section 4t3) tf). and 

evidence exists in the Board minutes indicatina the bid award and 

the bid amount. 

EFFECTIVE DATE 

This ordinance takes effect immediately uDon receipt of the 

official acknowledsement from the Office of the Secretarv of the 



State of Florida that this ordinance has been filed with said 

office. 

DULY PASSED AND ADOPTED BY THE BOARD OF COUNTY COMMISSIONERS 

OF NASSAU COUNTY, THIS 10th DAY OF 

2 - 

A ~ ~ r o v e d  as t o  form by t h e  


