
 
 

 
MELBOURNE AIRPORT AUTHORITY BOARD MEETING  

AGENDA 
September 25, 2019 at 8:30 AM 

Orlando Melbourne International Airport Board Room 
 
 

Pledge of Allegiance 
 
 

Airport Announcements 
 

Action Items 
 

Approval of the minutes of the August 28, 2019 meeting in the Orlando Melbourne International Airport  
Board Room. 
 

Item A-1 Recommendation to Approve Melbourne Airport Authority Purchasing Manual Revision 13. 
 

The Melbourne Airport Authority established an airport specific Purchasing Manual via Resolution 2-94 
in February 1994.  The manual has undergone 12 administrative revisions since its inception, the last in 
January 2015 via Resolution 2-15.  Revision 13 is a substantial rewrite creating a structured, robust manual 
which will be presented to the Board by the airport’s procurement manager.  
 

Staff recommends approval of Melbourne Airport Authority Purchasing Manual Revision 13. 
 

Item A-2 Approval of a Lease Agreement for Unit 1 Aerospace Center with STS Repair and 
Modifications, LLC.  

 

STS Repair and Modifications, LLC (STS) has been leasing Unit 1 on a temporary basis as it continues to 
grow its lines of business at Orlando Melbourne International Airport (MLB).  At this time, STS is ready to 
enter into a permanent lease for the 39,600 square foot facility in MLB’s Cargo Building for its ground 
equipment maintenance operation.  
 

The salient points of the Lease are as follows: 
• Term:  Base term of three years with eight, three-year option periods. The option periods 

align with the length of STS’s current hangar and Unit 6 leases.   
• Lease Rate:   

o Base rent is $5.00 per square foot per year, which is $198,000 annually. 
o Common Area Maintenance (CAM) charge is $1.50 per square foot per year, which 

is $59,400 annually. 
• Rent and CAM Adjustments:  CPI adjustments will occur upon the exercise of an option 

period with a minimum of 2 percent and a maximum of 5 percent per year. 
• Taxes and Fees:  STS is responsible for all taxes and fees associated with the lease. 
• Maintenance:  Airport is responsible for the replacement of the HVAC system or any HVAC 

units, if necessary.  It is also responsible for any exterior maintenance, roof repairs  
or replacement.  
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This lease will generate revenues of approximately $772,200 over the original three (3) year term of the 
lease, not including CPI adjustments.  
 
Staff recommends approval of the Lease Agreement for Unit 1 Aerospace Center Lease with STS Repair 
and Modifications, LLC, and authorization for the Executive Director to execute said Lease on the behalf 
of the Authority. 
 

Item A-3 Approval of an Option to Exchange Premises, Option to Lease, and Right of First Refusal with 
STS Repair and Modification, LLC. 

 

This item is related to Item A-2.  STS Repair and Modification, LLC (STS) would like the flexibility to be able 
to locate its ground equipment repair operation to a unit in Aerospace Center that is closer to its current 
operation in Unit 6. 
 

This document allows STS to exchange its Unit 1 facility with Units 3, 4, and 5 if those units should become 
available. STS will have 30 days from the Notice of Vacancy to exercise its option.  If STS should exercise 
its option, then an appraisal will be conducted to determine the rental rate of the units.   
 

If STS does not exercise its option within that 30-day period, it will have a six-month Right of First Refusal 
(ROFR) on those units.  If the airport receives a bona fide offer from a third party to lease any or all of the 
units, then the airport will notify STS of such offer.  STS will have 10 days after receipt of the Notice of 
Offer to exercise its Right of First Refusal.  If STS does exercise its ROFR, airport will provide STS a draft 
lease agreement with substantially the same terms as the third-party bona fide offer.  If STS does not 
provide airport with written notice of exercise then STS relinquishes its rights. 
 

Staff recommends approval of an Option to Exchange Premises, Option to Lease, and Right of First Refusal 
with STS Repair and Modifications, LLC and authorization for the Executive Director to execute said Option 
on the behalf of the Authority. 
 

Item A-4 Approval of a Right of First Refusal with “Project Peregrine II”. 
 

As the Airport Authority Board is aware, Airport staff has been engaged in negotiations with an entity 
known as “Project Peregrine II”.  This project name is being used to protect its anonymity as it thoroughly 
investigates locating its business to the Orlando Melbourne International Airport.   
 

As part of those negotiations, representatives for “Project Peregrine II” have requested that the Airport 
provide a 45-day Right of First Refusal on the parcel of property in which “Project Peregrine II” is 
interested. This is so “Project Peregrine II” can expend efforts continuing to evaluate the Orlando 
Melbourne International Airport as a possible landlord without fear that a third party will, in the very 
short term, lease the parcel before it can fully commit by entering into a lease. 
 

Airport staff has considered the request carefully, including evaluating other third-party interest in the 
subject property, and in an effort to accommodate “Project Peregrine II”, Airport staff believes a 45-day 
Right of First Refusal, which is appropriately short in duration, is in the Airport’s best interest at this time.   
Staff recommends approval of the Right of First Refusal with “Project Peregrine II”, and authorization for 
the Executive Director to execute said agreement on behalf of the Authority. 
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Item A-5 Recommendation to Approve a Lease with the Department of the Air Force for the 

Advance Lightning Detection Site. 
 

This is a renewal with the Department of the Air Force (Air Force) for its Advance Lightning Detection site 
located on 20 square feet of the airfield.  
 

The salient points of the Lease are as follows: 
• Term: Base term of one year with four, one-year options. 
• Lease Rate: This is a no cost lease 

 

Staff recommends approval of the Lease with the Department of the Air Force for the Advance Lightning 
Detection Site, and authorization for the Executive Director to execute such Lease on behalf of  
the Authority. 
 

Item A-6 Recommendation to Approve Resolution 5a-19 Florida Department of Transportation 
Grant for the Obstruction Removal and Markings Project. 

 

In July, the Board approved the resolution for the Florida Department of Transportation (FDOT) for its 
share of the Obstruction Removal and Markings Project.  The grant amount from FDOT was less than 
50/50 as a portion of the work – pre-design – had been completed and was ineligible for grant 
consideration.  After FDOT’s review of the resolution, they have responded back that they can increase 
their share of the 50/50 split, making only a portion of the pre-design costs ineligible.  This will increase 
FDOT’s grant participation by $31,383.79 and reduces the Airport’s portion by the same amount. The 
revised funding is as follows:   FAA    $ 1,102,472.01 

FDOT $       59,596.70 
MAA  $    _ 62,600.19 
Total  $  1,224,968.90 

 

Staff recommends approval of Resolution 05a-19 (which supersedes Resolution 05-19) Florida 
Department of Transportation’s portion of the grant for the Obstruction Removal and Markings Project 
and authorization for the Chairman to execute said resolution on behalf of the Authority. 
 

Item A-7 Recommendation for acceptance of a $550,000 Other Transaction Agreement (OTA) from 
the Federal Aviation Administration (FAA) for related Air Traffic Control Tower expenses. 

 
The Federal Aviation Administration (FAA) has provided to the Airport a $550,000.00 Other Transaction 
Agreement (OTA) for the maintenance and service of non-FAA systems of the newly constructed Air 
Traffic Control Tower (ATCT).  These funds will be administered as a single lump sum payment to the 
Airport and would be equally applied over the next 10 years to the ATCT section of the Airfield cost  
center budget.  
 
Additionally, the FAA proposes to enter into a Memorandum of Agreement (MOA), rather than a lease, 
for use of the ATCT.  The MOA incorporates standardized language that has been adopted at all 
contracted Air Traffic Control Tower locations throughout the United States.  Certification of the new 
facility is scheduled for October 16, 2019. 
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Staff recommends approval for acceptance of a $550,000 Other Transaction Agreement from the Federal 
Aviation Administration for related Air Traffic Control Tower expenses and acceptance of payment from 
the FAA and authorization for the Executive Director to execute such Memorandum of Agreement on 
behalf of the Authority. 
 
Information Items 
 

Item I-1 Financial Update 
Item I-2 Operations Update  
Item I-3 Construction Projects Update 
Item I-4 ATCT Construction Project Update 
Item I-5 Business Development and Marketing Update 
 

Public Speakers 
 

Adjournment 
 
Pursuant to 286.0105, Florida Statutes, the Airport hereby advises the public that if a person decides to appeal any decision made by the Airport Authority 
with respect to any matter considered at its meeting or hearing, he will need a record of the proceedings, and that for such purpose, affected persons may 
need to ensure that a verbatim record of the proceedings is made, which record includes the testimony and evidence upon which the appeal is to be based. 
 
In accordance with the Americans with Disabilities Act and Section 286.26, Florida Statutes, persons with disabilities needing special accommodation to 
participate in this meeting should contact the Airport (723-6227) at least 48 hours prior to the meeting. 
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Foreword 

 

It is the City of Melbourne Airport Authority’s (Authority) goal to fairly, equally, and 

impartially administer its purchasing program. To that end, the Authority developed this 

Purchasing Manual to act as a guide and to describe and explain the responsibilities of the 

Authority’s purchasing program. 

 

The Purchasing Manual contains instructions and describes the procedures to utilize in the daily 

administration and management of the purchasing function. The manual serves as a framework 

to make well-informed decisions. Due to the diversity of needs and requirements governing each 

purchase, this manual cannot address in detail all possibilities.  

 

This Manual guides all personnel who participate in the actions and decisions relating to 

purchasing to give them a more complete understanding of purchasing policies, procedures, and 

practices. 

 

Interpretation of the procedures outlined in this manual is the responsibility of the Procurement 

Manager, subject to the guidance and supervision of the Senior Director of Finance and 

Administration and the Airport Executive Director. 

 

This Manual is effective immediately upon issuance and supersedes all previously issued 

purchasing manuals, instructions, or directives. The Purchasing Manual is subject to periodic 

revision as an administrative policy subject to the final approval of the Melbourne Airport 

Authority Board (MAA Board). The Procurement Manager encourages any suggestions to 

improve the effectiveness of the purchasing process. 

 

 

 

 

KAREN D. SCHLOTTACH, MBA, CPCM 

Procurement Manager 

September 2019 
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SECTION 1-INTRODUCTION 

 

1.1 Mission 

The Purchasing mission is to provide for fair and equitable treatment of all persons involved in 

public purchasing by the Authority; to maximize the purchasing value of public funds in 

procurement; and to provide safeguards for maintaining a procurement system of quality and 

integrity. 

 

1.2 Purpose 

The purpose of this manual is to set forth and establish the Authority’s policies and procedures 

used in the procurement of goods and services required for the operation of all Airport 

departments. 

 

This manual is not intended to address every issue, exception, or contingency that may arise in 

the course of purchasing activities. The basic standard that should always prevail is to exercise 

good judgment in the use and stewardship of Authority resources. 

 

Purchasing staff recommends the use of a loose-leaf binder so users can easily insert procedural 

modifications as required. These modifications will be provided in writing from the Finance 

and Administration Department. All new and revised sections will be numbered to properly 

conform to the remainder of the manual and will bear a revision letter and effective date.  

Revisions and additions are to be incorporated into the manual upon receipt and the superseded 

pages removed and destroyed. This manual is also available on the Airport public website at 

www.mlbair.com and Authority shared drive at K:\0-Procurement\Purchasing Manual 2019. 

 

1.3 General Statement 

It is the Authority’s goal to develop a comprehensive purchasing program and process. This 

should provide greater cost effectiveness and public accountability in the procurement process. 

 

1.4 Scope 

The policies and procedures outlined in this manual shall apply to all departments involved 

with any procurement of goods and services for the Authority. Throughout this manual, the 

word “Authority” may also be used to represent the City of Melbourne Airport Authority. 

 

1.5 General Policies 

 

A.   All elected and appointed officials of the Authority who participate in the solicitation and 

approval of purchases and contracts are personally responsible for becoming familiar with and 

abiding by all applicable federal, State of Florida Statutes, and Purchasing policies and 

procedures in this manual, governing such activities.  

 

B.   Authority officials should endeavor to receive maximum value for the dollar and to 

purchase in the best interest of the Authority. 

 

C.   The Executive Director has designated the Procurement Manager as the authorized 

purchasing agent for the Authority. It is his/her responsibility to provide leadership in all 

purchasing and contracting activities for the Authority. 

 

 

 

http://www.mlbair.com/
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D.   It is the Procurement Manager’s responsibility to develop and maintain a purchasing 

manual that shall provide for rules, regulations, and procedures for the internal management 

and operation of the Purchasing Division. 

 

E.   The Procurement Manager shall supervise the procurement of all supplies, services, or 

other items as needed by the Authority; exercise supervision and control over inventories of 

supply belonging to the Authority; and sell, trade, donate, destroy, transfer,  or  otherwise  

dispose of surplus property.  

 

F.   It is Authority policy to effect maximum feasible standardization of products used within 

and among departments in order to minimize stock levels and obtain better prices through 

large volume purchases.  

 

G.   All qualified bidders shall be afforded equal opportunity to quote and will compete on 

equal terms. 

 

H.   Awards shall be made for bids and quotes that provide the best value to the Authority, 

taking into consideration the vendor’s skill, business judgment, experience, facilities to 

carry out the contract, previous work, and pecuniary ability. The Authority reserves the right 

to waive minor irregularities, reject and/or accept any and all bids, in whole or in part, or 

take such other action as serves the best interests of the Authority. 

 

I.   The  City  of Melbourne Airport Authority Board reserves  unto  itself  the  final  approval  

of  all  purchases  that  exceed $35,000.  The  Executive Director  shall  be  the  final  

approver  for  all  purchases  between $15,000 and $35,000. The Executive Director also 

shall sign contracts relative to the expenditure of funds in excess of $35,000. 

 

J.   It is the intent of the Authority to buy only from suppliers who have adequate financial 

strength, high ethical standards and a record of adhering to specifications, maintaining 

shipping promises and giving maximum service. New sources of supply shall be given due 

consideration, as multiple sources of supply are necessary to ensure availability of materials. 

 

K.   The Authority shall strive to maintain strong and enduring relationships with vendors of 

proven ability and with those who have a desire to meet the needs of the Authority. To 

accomplish this, purchasing activities shall be conducted so the vendors will value the 

Authority’s business and will make every effort to furnish its requirements based on quality, 

service, and price. 

 

L.   Individuals engaged in purchasing shall promote constructive competition by constantly 

seeking new bidders, obtaining several bids on almost everything purchased and developing 

more than one active source of supply for various products and services. 

 

M.   Acceptance of gifts, other than items of nominal value such as advertising novelties, is 

prohibited. Officials and employees shall not become obligated to any vendor and must not 

conclude any Authority transaction from which they may personally benefit.  
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SECTION 2- DUTIES & RESPONSIBILITIES 

 

2.1 Purchasing Division Responsibilities 

The Purchasing Division staff of the Finance and Administration Department is responsible for 

establishing purchasing policies and coordinating the purchasing procedures for the Authority. 

The Purchasing staff also provides training to using departments. 

 

2.2 Function 

 

A.   Develop purchasing objectives, policies, programs, templates for RFPs and contracts, 

and procedures for the acquisition of materials, equipment, supplies, and services. 

 

B.   Oversee and manage formal bids/proposals (over $35,000). 

 

C.   Coordinate and provide assistance for purchasing procedures of user departments. 

 

D.   Consolidate the purchase of like or common items or services. 

 

E.   Review drafted specifications for formal bids. 

 

F.   Provide contract administration. 
 

G.   Ensure all contract documents are received before issuing Notice to Proceed or Purchase 

Order, to include Certificates of Insurance, etc. 

 

H.   Provide administration for the Authority Purchasing Card program. 

 

I.   Ensure all purchases are made per applicable State and Federal laws and Authority policy. 

 

J.   Resolve, monitor, and negotiate contract disputes regarding contract compliance. 

 

K.  Request and/or assist with audit of departments for compliance with Authority 

procurement policies. 

 

2.3 Objectives 

 

A.   To know and become acquainted with the needs of all departments. 

 

B.   To procure a product or service that will meet the department’s requirements and is the 

best value to the Authority. 

 

C.   To know the sources and availability of needed products. 

 

D.   To   write   manuals,   provide   training,   and   be   a   source   of   information   to   all 

departments in meeting their purchasing needs. 
 

E.   To provide templates for RFPs and contracts. 
 

F.   To assist by assembling bid packets and Requests for Proposal. 
 

G.   To publish all legal notices and bid/proposal documents on DemandStar. 
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H.   To maintain good vendor relations. 

 

I.   To inform department staffs of market changes, new products, and other such factors. 

 

J.   To provide an understanding of sound purchasing policy and procedures throughout all 

departments of the Authority. 

 

K.   To exchange ideas and information with other public purchasing agencies in an effort to 

solve common problems. 

 

L.   To develop standardized specifications for use by all departments, improve the 

purchasing practices, and apply them when feasible. 

 

M.   To understand legal procurement laws and ensure airport employees comply with all 

applicable laws and policies. 

 

2.4 Relations with Authority Departments 

The Purchasing Division shall establish and maintain communication with Authority 

Departments in order to meet their purchasing requirements. 

 

2.5 Requesting Department’s Responsibilities 

 

A.   Initiate purchases, as outlined in this and/or other Purchasing manuals, allowing sufficient 

lead-time for the Purchasing Division to process the order and the vendor to deliver goods or 

services. 

 

B.   Follow the Authority’s purchasing policies outlined in the Purchasing and P-Card manuals. 

 

C.   Prepare  clear  and  concise  technical  specifications  when  needed  for  products  or 

services. 

 

D.   Review bid tabulation sheets and submitted proposals to inform the Purchasing Division of 

their department’s recommendations for award. The Purchasing Division will oversee bid 

openings and the evaluation process to ensure it is performed objectively. 

 

E.   Submit complete and proper specifications for bid solicitation, or proper documentation to 

waive competitive bidding when exercising an option to “piggyback” or declaring sole/single 

source procurement (reviewed and approved by the Purchasing Division). 

 

F.   Promptly inform the Purchasing Division of any contract compliance issues. 

 

2.6 Ethics and the Procurement Process 

The Authority and the Purchasing Division subscribe to the Florida State Statutes’ Code of 

Ethics: 112.215, Section III to 112.363, Part IV. Furthermore, the Purchasing Division 

promotes the published and established Code of Ethics as adopted by the National Institute of 

Governmental Purchasing Officers (NIGP) and the Florida Association of Public Procurement 

Officials, Inc. (FAPPO). 

 

  



Melbourne Airport Authority Purchasing Manual 

Page 11 of 99 
 

No officer or employee of the Authority shall have any personal, beneficial interest, either 

directly or indirectly, in any expenditure, purchase, sale (not including items auctioned by the 

Authority) or contract for items, equipment, supplies, commodities, or services made by the 

Authority. Additionally, they shall not have an interest in any firm, corporation, or association 

furnishing or bidding on such purchase, sales contract, or services.  

 

No employee, Authority management, or official acting as agent for the Authority, shall 

directly  or indirectly, purchase, rent, or lease any supply or service from a business entity in 

which he/she or his/her immediate relative owns a material interest. A public officer or 

employee acting in a private capacity may not rent, lease, or sell any supply or service to the 

Authority where he/she will have a personal gain in any manner. 

 

The Authority is also governed by the Government in the Sunshine, Florida Statute 286.119. 

Briefly, the records held by the Purchasing Division are considered public information and as 

such, can be examined by the public upon proper request. 
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SECTION 3-PURCHASING METHODS 

 

3.1 Purchasing Card 

A Purchasing Card (P-Card) is intended for use by an employee that has a frequent and 

recurring need to purchase small dollar supplies and services up to each user’s established 

spending limits. The P-Card program is designed to improve efficiency in processing purchases 

from any supplier that accepts the Visa credit card. Purchases can be completed with suppliers 

over the phone, fax, Internet, mail, or in person. All P-Card purchases must follow the rules 

and procedures prescribed in the Purchasing Card Program Cardholder Manual, available in 

the Purchasing Division.  The City Procurement Manager administers the P-Card program. 

 

3.2 Purchase Orders 

 

3.2.1 Standard Purchase Order 

The Standard Purchase Order (“Regular Purchase Order” or “Normal Purchase Order”) is a 

MUNIS-generated numbered document authorizing a supplier to issue goods or services. It is 

a legal document authorizing the purchase of and subsequent payment for materials, supplies, 

equipment, construction, repairs, and services. 

 

3.2.2 Blanket Purchase Order 

Blanket Purchase Orders (BPOs) is a MUNIS-generated numbered document authorizing a 

supplier to issue goods or services. BPOs are for purchasing small dollar and recurring or 

repetitive purchase items. BPOs reduce the quantity of paperwork and decentralize the ordering 

of materials and/or services on a day-to-day basis. 

 

3.2.3 Purchase Requisition  

A Purchase Requisition (PR) is a MUNIS-generated numbered form, required for the purchase 

of all items not of an emergency nature or Purchasing Card procedures. This, however, is not 

a document used to actually purchase goods or services.  PRs are only requests for Purchase 

Orders.   

 

3.3 Emergency Purchase 

An “Emergency” is a situation causing immediate danger to the public health, safety, or welfare 

or other substantial loss to the Authority.  Such situations result from a sudden unexpected turn 

of events or any circumstance or cause beyond the control of the Authority in the normal 

conduct of its business. An emergency purchase alleviates a situation where there is a threat to 

health, welfare, injury, or loss to the Authority that can only be rectified by the immediate 

purchase of equipment, supplies, materials, or services. 

 

True emergency purchases are often made on weekends, holidays, or after hours. The Executive 

Director, Department Director, or their designees may make emergency purchases when he/she 

has determined circumstances require immediate requisition of goods or services. Once the 

Executive Director or Department Director (or designee) signs a written emergency 

determination, the Department may proceed with the procurement of commodities or 

contractual services necessitated by the immediate danger, without employing Semi-Formal or 

Formal bid/proposal processes; competitive sealed bids, competitive sealed proposals, or 

competitive sealed replies. 
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Documentation explaining the circumstances and nature of the emergency purchase shall be 

submitted by the appropriate Department Director as follows for purchases: 

 

A. up to $5,000 (Category 1): Process a Purchase Order Request Form, referencing 

“Emergency” in the body of the PO Request Form and provide complete backup 

documents, including any obtained quotations; 

 

B. between $5,000 and $15,000 (Category 2): Process a Purchase Order Request Form, 

referencing “Emergency” in the body of the PO Request Form and provide complete 

backup documents, including any obtained quotations, and Request for Approval Form 

(Check Emergency block). The Procurement Manager shall approve;  

 

C. between $15,000 and $35,000 (Category 3): Process a Purchase Order Request Form, 

referencing “Emergency” in the body of the PO Request Form and provide complete 

backup documents, including any obtained quotations, and Request for Approval Form 

(Check Emergency block).The Executive Director shall approve; 

 

D. that exceed $35,000 (Category 4): Process a Purchase Order Request Form, referencing 

“Emergency” in the body of the PO Request Form and provide complete backup 

documents, including any obtained quotations, and Request for Approval Form (Check 

Emergency block). The Executive Director may approve or request MAA Board approval 

(or present as an Action Item for Board Ratification at the next scheduled MAA Board 

meeting).  

 

If the emergency purchase causes any budget line to exceed the approved budget, it shall be 

the responsibility of the requesting department to obtain subsequent approval for an additional 

appropriation or to make a transfer to cover the purchase. 

 

Emergency procurements greater than $35,000 shall be made by obtaining pricing information 

from at least two prospective vendors, which must be retained in the contract file, unless the 

Authority determines in writing that the time required to obtain pricing information will 

increase the immediate danger to the public health, safety, or welfare or other substantial loss 

to the Authority. The Department shall furnish copies of all written determinations and any 

other documents relating to the emergency action to the Purchasing Division. A copy of the 

written statement shall be sent to Authority Accounts Payable with the invoice authorizing 

payment.  

 

The Melbourne Airport Authority Board shall ratify all Emergency procurements in excess of 

$35,000 at the Board Meeting immediately following the Emergency purchase, if not 

previously approved by the Board. 

 

An “emergency purchase” must meet the circumstances noted above and requires such 

competition as is practicable under the circumstance. Poor planning and inadequate 

management are not “emergencies.” Purchases of this nature may be expedited, but still do not 

justify “emergency” status. 

 

3.4 Internet Purchase 

To protect the assets of the Authority, it is important to use caution when purchasing goods or 

services over the Internet. The purchase should be made by providing the supplier a purchase 

order number, obtained through the normal process, to ensure goods are received and meet 
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specifications before payment is made. If payment must be made by use of a Purchasing Card, 

extreme care is to be exercised to ensure the vendor is legitimate and the user understands the 

return policy in case the goods do not meet their demand. 
 

3.5 Semi-Formal Bids (Price Quotes) 

With the exceptions of purchases exempt from competitive bids, all purchases between $5,000 

and $15,000 (Category 2) require the opportunity for competition by solicitation from vendors.   

 

A minimum of three (3) quotations (verbal, email, etc.) should be obtained. If less than three 

(3) quotes are received, proceed with award, unless the Department chooses to revise 

requirements and solicit a second time. A copy of each quote received is attached to the 

Purchase Requisition.  

 

3.6 Formal Bids/Proposals 

With the exception of purchases exempt from competitive bids, all purchases over $15,000 

(Categories 3 and 4) require written specifications, written bids/proposals, and the opportunity 

for competition through a formal bid/proposal solicitation process conducted by the Purchasing 

Division.  Purchasing Division staff should use the DemandStar Electronic System whenever 

possible. 

 

3.7 Sealed Bid (Invitation to Bid {ITB}) 

This formal method for purchasing goods, services, and/or supplies that exceed $35,000 is the 

most preferred formal bid method. Used when specifications are well defined and pricing is the 

primary focus. Awards are made to the lowest priced responsive and responsible bidder. 

 

Sealed bids allow a maximum degree of competition among a number of suppliers offering 

similar products. As a result, prices obtained are generally considerably lower than standard 

“list” pricing. Sealed bids require considerable effort in the preparation of their terms, 

conditions, and specifications. 

 

3.8 Sealed Proposal (Request for Proposal {RFP}) 

This formal method of procurement for purchasing goods, services, and/or supplies exceeding 

$35,000 is used when competitive sealed bidding (ITB) is not practical. 

 

Formal proposals differ from formal bids in the nature of their intent. RFPs are evaluated on 

several criteria, price is only one criteria. Bids usually supply detailed nature and specifications 

of the goods or services desired. The requesting department provides this data. Proposals, 

however, specify the nature of requirements. Often, the means of satisfying requirements is 

determined by the experience and expertise of the proposing vendor/supplier. Therefore, the 

Purchasing Division will request that vendors submit their proposals for accomplishing a 

specific goal. These proposals will be diverse relative to approach, means, and cost. 

 

RFPs are used when factors other than price/cost are critical to the project.  The method of 

achieving the desired outcome may be vague, lacking specific details, or require the vendor’s 

experience and expertise to provide innovative and economical solutions. Evaluation criteria 

must be included in the RFP. 

 

3.9 Acquisition of Professional Services 

The purchase of professional services subject to the Consultants’ Competitive Negotiation Act 

(CCNA) must comply with Section 287.055, Florida Statutes.  
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3.10 State Contracts and Other Government Agency Contracts 

State, Government Agency, and Organizations contracts have already been competitively 

bid/awarded; therefore, the need to bid is satisfied for purchases of this nature. This method of 

purchase is known as piggybacking, and is particularly desirable if time is a constraint or if the 

chances for obtaining better prices from other sources is poor. Utilization of these sources 

waives the requirement for a formal competitive bid. 

 

Documentation Requirements 

The following documentation provides the minimum requirements to use another political 

entity’s awarded contract.  Provide the required information to the Purchasing Division: 

 

1.   Florida State Contracts. Provide the current Florida State Contract Number.  If the 

contract has fixed unit prices, no additional information is needed. If the contract is a percent 

discount from list, a copy of the original manufacturer’s list price is also required. This will 

usually be in the form of a published price list. If requesting only to utilize some of the items 

on the contract, only the pages with those prices are required. 

 

2.   National Government Cooperative Purchasing Programs. Cooperative purchasing takes 

two forms: Joint Solicitation and Piggybacking. 

 

Joint Solicitation is the intentional coming together of two or more agencies to aggregate their 

individual product and service needs (a.k.a. “purchasing volume”) into a single solicitation 

effort.  Each participant agency is bound to the resulting contract resulting from the singular 

effort.  

 

Prospective suppliers have a clear understanding of the volume and service level requirements 

necessary to support the committed agencies.  Joint solicitation is a forward-looking, 

collaborative approach to cooperative practice that can provide clearly defined requirements and 

volumes.  In general, joint solicitations occur with a relatively small number of agencies putting 

forward a greater – though shared – level of effort early in the procurement process to improve 

their negotiating position. 

 

Piggybacking is the use of a contract by another agency that was not, itself, a party to the 

original solicitation and contract award.  Agencies choosing to piggyback on another agency’s 

contract are bound by the terms, conditions and pricing provided for by the contract. 

 

In contrast to a contract established through a joint solicitation process, when an agency creates 

a contract that allows for piggyback use the awarded supplier(s) do not know what the actual 

purchasing volume will be over the life of the contract and so may not be in a position to offer 

the most aggressive pricing.  As contracts that allow for piggybacking grow in their utilization 

over time, the contracting agency may improve its negotiating position based on historical 

volumes during future procurement efforts.   Thus, piggyback approach to cooperative 

procurement is a more retrospective approach to cooperative procurement as it is only after 

greater levels of contract use can be demonstrated that improved pricing and terms can be 

realized. 

 

The principle of piggybacking is fundamental to the growth in number of “cooperative 

programs” and the use of the contracts they promote. 
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Cooperative Purchasing Programs include: 

 

1Government Procurement Alliance (1GPA) 

Association of Educational Purchasing Agencies (AEPA) 

Baltimore Regional Cooperative Purchasing Committee (BRCPC) 

Buyboard 

Capitol Region Purchasing Council (CRPC) 

Choice Partners National Purchasing Cooperative 

Educational & Institutional Cooperative Purchasing (E & I) 

GoodBuy Purchasing Cooperative 

H-GAC Cooperative Purchasing Program 

HGAC Energy Purchasing Corporation 

Kansas City Regional Purchasing Cooperative (KCRPC) 

Midwestern Higher Education Compact 

NASPO Value Point 

National Cooperative Purchasing Alliance (NCPA) 

North Texas SHARE 

NPPGov 

OMNIA Partners (formerly National IPA and U.S. Communities) 

Public Sourcing Solutions 

Purchasing Cooperative of America 

 Sourcewell 

Southeast Florida Governmental Purchasing Cooperative 

Texas Department of Information Resources 

TIPS Purchasing Cooperative 

Unified Purchasing Cooperative of the Ohio River Valley 

Washington School Information Processing Cooperative (WSIPC) 

 

3. PRIDE and RESPECT. 

PRIDE (inmate labor and correctional work programs) and RESPECT (purchase from the blind 

or other severely handicapped non-profit) have published unit prices. 

 

4. Contracts from other Political Entities. 

Provide the following: 

 

A. Copy of  award letter/memo/agenda item by the political entity to the awarded vendor 

B. Complete copy of the vendor’s proposal and/or contract 

 

3.11 Sole Source/Single Source Purchase 

Sole source or single source purchase is noncompetitive in price or availability and may be 

exempt from competitive solicitation requirements. Examples might be purchasing from a 

manufacturer’s sole sales agency or purchase of a particular brand of computer equipment 

because it is exclusively compatible with the network computer. 

 

Exercise caution when requesting “sole source” approval for a purchase. In many cases, other 

sources do exist for a given item, and the using department and/or Purchasing Division must 

investigate these before committing to “Sole Source.”  Purchasing staff will review all sole 

source requests prior to further processing. 
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The Procurement Manager makes the determination of sole source or single source after 

conducting a good faith review of available sources, which demonstrates there is only one 

source for the required supply, service, or item. The Procurement Manager shall maintain a 

record of determination of the sole source. Section 255.20, Florida Statutes shall govern a sole 

source procurement involving contracts or purchase of materials for the construction, 

modification, alteration, or repair of any Authority owned facility. 

 

Sole source and single source requests must be renewed every two (2) years including 

justification and reaffirmation that a good faith effort has been made to find other available 

sources. The Department Director shall provide written justification citing the reason for a 

sole/single source purchase. A letter from the vendor may also be included with the 

justification. The justification for sole/single source procurements must document a good faith 

effort in seeking other sources. Forward all documentation to Purchasing for evaluation and 

approval prior to PO initiation.  

 

3.11.1 Sole Source.  

For a commodity or service to be deemed a sole source procurement, the department must 

provide the appropriate documentation proving at least one of the following:  

 

A.   A different brand, make, or specifications would be incompatible with currently owned    

equipment or systems. 

 

B.   The purchase is a component, repair, or replacement part of existing equipment or system 

for which no commercially available substitute exists and the purchase can only be made from 

the manufacturer, sole distributor, or service provider.  

 

C.   Additional unanticipated commodities or services are needed to complete an ongoing task. 

 

D.   The requesting department must provide documentation from the manufacturer proving 

sole source status. Providing a patent number or other information indicating they are the only 

suppliers in the area may satisfy this requirement.  See Sole/Single Source Justification Form  

 

3.11.2 Single Source. 

For a vendor to be deemed a single source, the department must provide a justification that:  

 

A.   no other source can meet the Authority’s requirements (cite a specific reason); or 

 

B.   the commodity or services may be available from more than one source but there are 

advantages to the Authority for choosing that vendor; such as qualifications, past experience, 

uniqueness, location, or timeliness.  

 

The Purchasing Manager shall review and approve single source purchase requests under 

$35,000. For purchases of $35,000 or more, a Notice of Intent to Single Source shall be posted 

on the Authority website for at least seven (7) business days in accordance with Section 

287.057(3) (c), Florida Statutes. The Notice will include a request that prospective vendors 

provide information regarding their ability to supply the commodities or contractual services 

described. If it is determined after reviewing information received from prospective vendors 

that the commodities or contractual services are available only from a single source, a notice 

of the intended decision to enter a single-source purchase contract shall be posted. 
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3.12 Check Request 

The Check Request is a standard form used to authorize Accounts Payable staff to make 

payment for purchases of goods and/or services excluded from general purchasing 

requirements. These exclusions include certain payments to vendors or reimbursements as 

listed below: 

 

 Travel and conferences 

 Membership dues, subscriptions, licenses, or permits 

 Educational and seminar fees 

 Periodicals and publications 

 Instructor fees 

 Legal costs 

 Refunds 

 Other items as approved by the Finance and Administration Department 

 

Before processing a Check Request, be sure to review other purchasing methods to ensure 

Purchasing policy and procedure compliance. Do not use a Check Request to circumvent 

established Purchasing policies and procedures. Such a request is an unauthorized purchase 

and the Authority is not obligated to pay.  

 

A Check Request does not take the place of a Purchase Order to circumvent normal 

bidding procedures. Additionally, Check Request purchase violations are subject to 

review by the Authority’s Director of Finance and Administration. 

 

Contact the Finance and Administration Department with any questions regarding the types of 

items that qualify for a Check Request form. 
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SECTION 4-GENERAL GUIDELINES 

This section introduces the general policy, guidelines, and/or rules for the purchasing process. 

Subsequent sections provide those procedures and methods to carry out this policy. 

 

The Executive Director, as authorized by the MAA Board, has delegated to the Procurement 

Manager the authority to procure materials and services for the Authority that are within the 

guidelines set forth by the MAA Board. All purchases must be processed through the 

Purchasing Division. 

 

4.1 Purchasing Categories 

Two components control the purchase process:  (1) established policy dollar amount and (2) 

approving authority.  Dollar limit categories apply to the total amount to be purchased and/or 

the total amount to be expended over an initial contract term.   Purchase approval thresholds 

apply to the established level of approving authority (i.e.  Department Director, Procurement 

Manager, Executive Director, or MAA Board).   Purchase approval applies to all Financial 

Services forms including Purchase Requisitions, Check Requests, and Purchasing Cards.  

 

Category 1 - Purchases of $0.01 to $5,000 

Types of Purchase: Purchasing Card (up to users’ established spending limit) 

Purchase Order  

 

Quote Preference: Telephone, fax, Internet, or in-person quotation documented in 

a memorandum or email 

 

Suggested Approval: Department Director or designee 

 

Category 2 – Purchases of >$5,000 to $15,000 

Types of Purchase: Purchasing Card (when vendor cannot take a PO and up to users’ 

established spending limit) 

Purchase Order 

 

Quote Requirement: Minimum of three (3) verbal (documented in a memorandum or 

email) or written quotes  

 

Approval: Department Director and Procurement Manager 

 

Notes: Quotations must include delivery charges and delivery period. 

 

Reference Quote number on Purchase Requisition and vendor source notes or on the P-Card 

receipt. Attach written quotations to the Purchase Requisition or P-Card transaction. 

 

The Procurement Manager reserves the right to verify quotations and pricing information, and 

check to determine whether delivery charges have been included, and/or seek further 

competition. 
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Category 3 – Purchases from >$15,000 to $35,000 

Types of Purchase:                                                                 Purchase Order 

 

Proposal/Bid Requirement:  Formal quote solicitation by Purchasing staff utilizing 

DemandStar, other electronic methods, or bidding waiver 

based on an authorized bid deviation 

 

Approval: Department Director, Procurement Manager, and Executive 

Director  

 

Category 4 – Purchases greater than $35,000 

Types of Purchase:  Purchase Order 

 

Bid Requirement: Formal solicitation by Purchasing staff utilizing DemandStar, 

other electronic methods, or bidding waiver based on an 

authorized bid deviation. 

 

Approval: Department Director, Executive Director, and MAA Board 

 

Purchases over $15,000 must be approved or awarded either by the Executive Director 

(Category 3 Purchase) or by the MAA Board (Category 4 Purchase). The requesting department 

must submit either a Recommendation for Award Form or Request for Approval Form to 

the Purchasing Division. Purchasing staff will then prepare either an Executive Director Action 

Item or MAA Board Item Form and route for departmental approval. Note: Purchasing staff 

reserves the right to process Category 3 and 4 acquisitions as a formal bid or proposal (rather 

than as a semi-formal quote) when it best serves the needs of the Authority. 

 

MAA Board award or approval takes place only during regular MAA Board meetings on the 

fourth Wednesday of each month (unless otherwise rescheduled or cancelled). It is essential 

that the Agenda Item recommendations be processed and submitted on a timely basis to avoid 

unnecessary delays. To this end, all Items to be included in a subsequent Wednesday Board 

Agenda must reach the Purchasing Division office by Wednesday, two weeks prior to the MAA 

Board meeting. An MAA Board Meeting Agenda Preparation Schedule is issued by the 

Executive Director’s office for each calendar year. 

 

4.2 Unauthorized Purchases 

Except for emergencies or other authorized exemptions stated in these guidelines, no purchase 

of supplies, services, or equipment shall be made without authorization as described within this 

manual. No representative of the Authority shall enter into a verbal agreement or make any 

arrangements until after receiving final approval. In the event an unauthorized purchase is 

made, the following may apply: (1) such purchases are void and not considered an obligation 

of the Authority, and (2) the person ordering the unauthorized purchase may be held personally 

liable for the costs of the purchase or contract. 

 

NOTE: No item or service is to be ordered, received, or paid for without use  of  a Purchase 

Order (Regular, Blanket, Emergency) or Purchasing Card with the exception of an authorized 

Check Request payment. 
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Unless specifically approved in writing by the Director of Finance and Administration, no 

employee may purchase Authority property for his/her own personal use unless purchased 

through the Authority’s public auction. This includes new and used equipment, materials, or 

supplies. Note: One exception is the ordering of shirts with Authority logo displayed. 

 

No employee may use the purchasing power of the Authority to make private purchases; in 

addition, employees should not have private purchases sent to the Authority C.O.D. to be paid 

for by the employee. 

 

4.3 Prohibition against Subdivision 

No contract or purchase shall be subdivided to avoid the requirements of the Purchasing Manual. 

 

Delegated procurement authority is based on the total cost of goods and/or service. It is 

prohibited to split an order so that the total cost is within one’s spending authority. 

 

4.4 Tax Exempt Status 

The Authority is exempt from Federal, State, and Local taxes except in certain prescribed cases. 

An exemption certification is available from the Finance and Administration Department or 

Purchasing Division and should be furnished to any of the Authority’s suppliers upon request. 
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SECTION 5-PURCHASE ORDER CHANGE ORDERS/CANCELLATION 

 

5.1 PO Change Orders 

Departments request changes to the original order by submitting a Change Order Request Form 

to Purchasing. The originating department completes and approves this form before sending it 

to the Purchasing Division for authorization and processing. After the change processes in 

MUNIS, the purchase order reprints with a notation of the change and the date completed on 

the purchase order face. The reprinted purchase order follows the same disbursement as the 

purchase order.   

 

Change orders increasing total PO value beyond purchasing limits require appropriate 

approvals for the new total value of the PO.  

 

Any changes to a PO will not change the original PO line items. Each change will add a 

new/separate line to the PO whether adding or subtracting value. 

 

5.2 Purchase Order Cancellation 

If a department requests to cancel an order, department staff should notify the vendor as soon 

as possible. Department Staff forward an approved Change Order Request Form marked 

Cancel, with the reason for that cancellation properly noted, to the Purchasing Division. The 

Purchasing Division will process the cancellation in MUNIS and disperse copies. 
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SECTION 6-RECEIVING, INSPECTION, AND TESTING 

 

6.1 Receiving and Inspecting 

The PO face identifies the materials and/or supplies delivery location or department. It is the 

using department’s responsibility to: 

 

1.   Receive product by checking the shipment upon delivery for possible shipping damage, and 

matching quantity and description to the Purchase Order. The following are steps to take when 

receiving material: 

 

A.   Verify the count. If there is a shipping discrepancy, note shortage on both shipper’s and 

deliverer’s copies of the receipt. 

 

B.   Check for visible damage. Note on all receipts. 

 

C.   Check for concealed damage – make note of broken or crushed containers. 

 

D.   In signing a delivery receipt, add “Except for concealed damage, if any.” 

 

E.   Notify carrier in writing of any damage found and request an inspection. 

 

F.   If you do not have time to verify delivery immediately upon receipt, please sign delivery 

ticket and include “Delivery not checked for accuracy or damage.” 

 

2.   After determining that there is no damage and the correct product and quantity received, 

sign the accompanying delivery slip, Bill of Lading, or invoice. Note any discrepancies and 

contact the vendor immediately to inform them of the discrepancy. 

 

3.   Users and/or receivers utilize the MUNIS Purchase Order Receipt function (PO Receiving) 

to record the receipt of all purchases against a PO, as soon as possible following receipt.  

 

4.   When vendors make partial deliveries for their convenience, the Authority will not make 

payment until complete delivery is made, unless partial shipment has been authorized when the 

purchase order was issued. 

 

6.2 Testing 

Testing of certain materials and supplies is occasionally necessary. The using department (and 

the Purchasing Division as required) is responsible for all details in connection with any 

necessary testing. Testing requirements should be included in the written specifications on the 

Purchase Order. 
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SECTION 7- PAYMENT PROCESSING 

An Invoice is the vendor’s request for payment to the Authority for materials or services 

rendered. The Invoice is based upon the Purchase Order and should contain the same basic 

information. The prompt and proper processing of a valid Invoice is required. 

 

Upon receipt of a proper vendor Invoice and completion of delivery and acceptance of material 

or service, the department will promptly review and approve the Invoice for payment and 

forward to Accounts Payable in the Finance Department. Vendors should send invoices directly 

to Accounts Payable via U.S. Postal Service or email. The originating department shall 

immediately forward any received invoices to Accounts Payable. The Authority adheres to the 

State of Florida “Prompt Payment Act” as required by Chapter 218, Part VII Florida Statutes.  

 

A Proper Invoice includes the following data: 

 

1. Invoice for PO Payment:  
• Stamped date received by Authority 

• Invoice number 

• Entire PO number 

• Vendor name 

• Vendor remittance address 

• Date that correlates to conveyance of goods, services, or property 

• Describes the goods, services, or property provided 

• Location of work completed, delivery, or property sold 

• Unit prices and extended total prices of goods, services, or property 

• Line item number(s) 

• Line item amount(s) 

• Authorized signature 

• Department Approval for payment 

 

Invoice for Non-PO Payment (Check Request): The Accounts Payable Department requires 

the use of a red stamped block (Red Stamp) on the front (back if necessary) of an invoice to 

be processed.  

 

ORG/Object/Project Amount 

    

    

    

    

   
    

    

Description: 

Authorized Signature 
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The invoice should also contain the following information: 

 

• Stamped date received by Authority 

• Invoice number 

• Vendor name 

• Vendor remittance address 

• Date that correlates to conveyance of goods, services, or property 

• Describes the goods, services, or property provided 

• Location of work completed, delivery, or property sold 

• Unit prices and extended total prices of goods, services, or property 

• Expenditure code (Organization and Object) 

• Authorized signature 

 

The Red Stamp signature must reflect an Authority-authorized signature currently on the 

signature approval list in Accounts Payable. 

 

Partial Payment: The Authority does not make partial payments against a PO except when 

partial deliveries (with a corresponding invoice) are made for the convenience of the Authority 

or when a discount is available. 

 

Credit Memo: An Invoice credit memo shall be processed and submitted with red stamped 

block, the same as Invoice for Non-PO payment in 2 above. Credit memos must not be held at 

the department location. 
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SECTION 8-BIDS/PROPOSALS & CONTRACTS 

Formal sealed bids and proposals are the most effective procedures for soliciting competitive 

prices from vendors in the public (government) purchasing sector. Each method has advantages 

and disadvantages. This section addresses the procedures for preparing and processing bids and 

proposals.  

 

With the exception of purchases exempt from competitive bids or proposals, all purchases that 

exceed $15,000 (Categories 3 and 4) require the opportunity for competition by bid or proposal 

solicitation from vendors. 

 

8.1 Formal Sealed Bids (Invitation to Bid [ITB]) 

 

A. Bid Purpose 

Before proceeding with any bid, the Purchasing Division must determine the purpose that is to 

be served. Will the bid result in procuring goods, services, or a combination of both? Is there a 

necessity for special protection for the Authority through bonds and insurance? Will the 

contract provide a one-time purchase or an annual blanket agreement? All these questions and 

more must be answered before preparing the bid for issuance. 

 

B. Vendor Selection 

A  vendor  list  sufficient  to  generate  at  least  three  responses  is  required  for  all purchases 

over $15,000. Potential suppliers may be located by using the following resources: 

 

1. DemandStar vendor list 

2. Authority bidder database 

3. State purchasing contracts 

4. Product catalogs 

5. Telephone directories 

6. Purchasing records 

7. Thomas Register 

8. McRae’s Blue Book 

9. Department Director recommendation 

10. Trade journals 

11. Salesperson 

 

C. Bid Advertisement 

Adequate public notice of the Invitation for Bid shall be given. 

 

Newspaper: The Authority will advertise a minimum of one time in newspaper(s) of general 

circulation in Brevard County. The first advertisement should be at least five (5) calendar days 

before the bid opening date. The newspaper advertisement shall include the bid or proposal 

number, bid title, bid opening date and time, the location for delivery of bids, pre-bid 

information, bond requirements, and the information of how to obtain the bid specifications. 

 

D. Distribution of Bids by the Purchasing Division 

The Authority posts bids on the Authority website and DemandStar for downloading by 

prospective bidders. Supplemental bidders will be provided from the Authority bidder 

database. Placement on the bidders list does not guarantee receipt of an ITB. It is the vendor’s 

responsibility to check out bid notices posted by the Purchasing Division. Vendors currently 

subscribed with DemandStar will receive notice for all ITBs within their commodity category.  
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E. Pre-Bid Conference 

The Authority may conduct a pre-bid conference with prospective bidders and concerned 

Authority staff on complex procurement projects. 

 

The primary objective of a conference is to provide a clear understanding of instructions to 

bidders relative to drawings, specifications, local conditions, location of the work, and basic 

construction methods or work requirements. A site visit may be scheduled following the 

conference if the project personnel feel it would be beneficial for clarification of specifications. 

 

In addition to avoiding quality assurance problems and contingency items in quotations, other 

benefits that possibly derived from conferences include: 

 

1. A reduction in the number of changes in specifications. 

 

2. Stimulating competition by interesting more prospective suppliers and/or contractors. 

 

3. To insure qualified suppliers will submit quotations and to discourage submission by 

suppliers not qualified to perform the work or supply the goods. 

 

4. An opportunity to discuss schedules.  

 

5. An opportunity to explain policies and requirements with respect to procurement 

methods,  competitive bidding and negotiation, quotation qualifications and conditions, 

price provisions in solicitations and any resulting contractual agreements, and the 

determining factors in making awards. 

 

The conference should be a formally announced meeting with bidders. An announcement of 

the conference shall be included with the Invitation to Bid. The announcement will state the 

date, time, and location of the conference. In order to derive the greatest benefit from a 

conference, provide adequate time for the prospective suppliers to review the plans and 

specifications prior to the conference. Personnel qualified to answer completely and accurately 

all questions relating to matters such as contract provisions, design and specifications, and 

production techniques should attend the conference. A formal record shall be made of persons 

attending and the organizations represented via a sign-in sheet.  

 

During the pre-bid conference, review and discuss the specifications with all vendor 

representatives in attendance. Care shall be taken to clarify the specifications as requested so 

as to insure that a vendor is not written out, thereby, eliminating them from the bidding without 

due cause. Only in those instances where a vendor requests a change in the specifications that 

would result in compromising the intended use and quality of the equipment are such requests 

denied. 

 

It is important that persons attending be clearly informed that no oral statement from any person 

which modifies plans and specifications will in any manner or degree, be considered official 

until covered in an addendum to the Bid. 

 

F. Issuing Addenda 

Once issued, changes in the specifications cannot be made to an ITB unless an addendum is 

issued, clearly pointing out such changes. 
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All addenda shall be issued at least seven (7) calendar days prior to bid opening date or Proposal 

due date, unless waived by the Procurement Manager. If there is not sufficient time, the bid 

opening date will be extended. 

 

G. Bid Format    

To avoid duplication of effort in bid preparation, the Purchasing Division has created a bid 

format, which provides the “boilerplate” or general terms and conditions of the bid. 

“Boilerplate” or general terms and conditions ensure the Authority receives appropriate 

protections through requirements for bid bonds, insurance, and/or performance and payment 

bonds. Deletion of these items may result in loss of any meaningful protection for the Authority 

in the event of a vendor default or noncompliance. 

 

H. Bid Conditions 

In addition to the general conditions or “boilerplate,” most bids require special conditions, which 

pertain specifically to the bid in question. Conditions differ from specifications in that conditions 

refer to requirements, which the bidder must meet before specifications of its bid item are even 

considered. For example, a supplier of furniture who cannot meet the required condition of a 

30-day delivery will be eliminated, even though his furniture may meet all physical 

specifications. 

 

Conditions allow the Authority a high level of protection by the inclusion of various clauses 

relative to renewal of contract, cancellation, settlement of disputes, payment terms, delivery 

schedules, etc. 

 

I. Bid Specifications 

The requesting department provides specifications for all departmental bids. Reasons for this 

policy are as follows: 

 

1. As  prime  user,  the  department  is  best  aware  of  any  special  characteristics  or problems. 

 

2.   Because they utilize the item to be bid on, the department is best aware of any new 

developments in that product field. 

 

3.   Scientific,   engineering,   or   other   technical   descriptions   must   be   provided   by 

departmental staff possessing appropriate qualifications. 

 

Purchasing staff may assist in writing technical specifications; however, they must be reviewed 

and approved by the using department. 

 

Specifications are the basis for a vendor bid.  Understanding its bid will be evaluated primarily 

on price; a vendor will seek to offer an item that only meets the specifications. Consequently, it 

is vital that specifications make no assumptions, but rather detail every important facet of the 

item in question. To do so invites delivery of items, which meet specifications, but fail to meet 

the department’s expectations. 

 

A specification is, “... a concise statement of a set of requirements to be satisfied by a product, 

material, or a process indicating whenever appropriate, the procedure by means of which it may 

be determined whether the requirements given are satisfied.” 

 



Melbourne Airport Authority Purchasing Manual 

Page 29 of 99 
 

The Purchasing Division’s objective is to establish “performance specifications” which satisfy 

the need while allowing the greatest number of competing firms to bid. Therefore, it is more 

desirable to describe an item by its intended purpose and the physical characteristics it must 

exhibit than merely to specify a given brand and model with no substitutions. 

 

Specifications may be by performance description, or brand name or a combination of the above. 

Purchasing staff recommends the use of more than one brand name as a reference. To assure 

competition when using brand names, include the phrase “or equal” following the brand 

description. This allows vendors of similar products to bid while promoting maximum 

competition and the best value for the Authority. Should proof of equivalency arise, the burden 

of proof is on the vendor. Final judgment of equivalency shall reside with the Department 

Director or his/her designee. 

 

J. Bonds and Insurance 

Bonds offer tangible protection in the form of monetary assurances that the bidder will meet its 

obligations. Bonds must be secured by the bidder at its own cost, and generally may be classified 

as follows: 

 

1.   Bid Bond: A form of security offered by a bidder to the party soliciting the bid, 

guaranteeing that the bidder will enter into a contract within a specified period and will 

furnish any required performance and labor and material bonds. 

 

2.   Performance Bond: A performance bond, also known as a contract bond, is a surety 

bond issued by an insurance company or a bank to guarantee satisfactory completion of a 

project by a contractor. 

 

3.   Payment Bond: A payment bond is a surety bond posted by a contractor to guarantee 

that its subcontractors and material suppliers on the project will be paid. They are often 

required in conjunction with performance bonds. 

 

4.   Maintenance Bonds: Provide a warranty on work for a specific amount of time after 

the work is complete. 

 

5.   Supply Bond: Ensure suppliers deliver materials according to their contract. 

 

6.   Employee Theft Bond: 

 

a.   Name Schedule Fidelity Bond: This bond covers a designated list of employees 

provided to the insurance company. Whenever an employer adds or changes employees, 

they simply update the insurance company with the new names. Collecting from a claim 

on this type of employee theft bond requires absolute proof that a specific employee on 

the schedule actually stole. 

 

b.   Blanket Position Bond: Provides blanket protection over a specific position rather 

than a list of employees. All employees who work in the designated position(s) are 

covered, and new employees are added automatically. Claims do not require absolute 

proof that a specific individual committed the stealing. 

 

c.   Primary Commercial Blanket Bond: Is much like the blanket position bond except 

that it covers each employee in your company. 
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Insurance is required to safeguard the Authority from any claims resulting from damage to 

property and/or injury to persons caused by the vendor or its actions. The vendor, at its own 

cost, must secure insurance policies that name the Authority as an “Additional Insured” party. 

 

K. Bid Response 

Aside from any attachments such as plans or drawings, the Purchasing staff shall provide a 

separate document titled Respondent Response Sheet. This page provides blank spaces labeled 

for the vendor’s company name, address, phone number, signature, title, date, and email address. 

Vendors will be advised in the bid document to use only the provided Respondent Response 

Sheet. The Respondent Response Sheet also provides a Bidder’s Certification statement that the 

vendor, by submitting its bid, acknowledges that it will meet all bid terms, conditions, and 

specifications contained in the bid.  The purpose of requiring the Respondent Response Sheet 

is to control the bid submittal documents so that vendors do not submit bids, which include 

verbiage negating or modifying the terms of the bid. Any vendor that attempts to do so will be 

rejected. 

 

Additionally, a bid pricing sheet(s) will be included with the bid solicitation for the bidder’s 

price by unit and/or total, delivery data, freight charges, warranty data, and any other special 

information required by a specific bid. Occasionally, an Excel document or USB Flash Drive 

may be required for bidder pricing response. 

 

L. Receipt of Bids 

Control of the bid document is essential. Bidders will submit their bid in a sealed envelope with 

the following information clearly marked on the outside: 

 

1. Vendor Name 

 

2. Due Date (month, day, year) 

 

3. Time Due (hour/ a.m. or p.m.) 

 

4. Bid Number 

 

5. Bid Title 

 

Each bid received will be date and time stamped at the Authority Reception Desk. 

 

On occasion an envelope will be received without proper information on the outside identifying 

it as a bid reply. On such occasions, after an actual bid envelope has been opened, the appropriate 

bid information will be written on the outside of the envelope, time stamped, reason it was 

opened prematurely, and resealed for reopening on bid closing date. 

 

All sealed bids shall be received at the Melbourne Airport Authority Offices addressed as 

follows: 

 Melbourne Airport Authority 

 Attention: Purchasing 

 One Air Terminal Parkway, Suite 220 

 Melbourne, FL 32901 
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The Authority will receive sealed bids until the closing date and time. It is the sole responsibility 

of the bidder to ensure that their bid reaches the Authority before the closing date and hour stated 

on the bid document. 

 

M. Late Bids 

Bids received in the specified receiving location, after the scheduled date and time for opening 

or Authority receipt will be deemed late and will be rejected; unless the Procurement Manager 

determines the late receipt was due primarily to Authority mishandling of the bid after receipt. 

A late bid will be identified as a “Late Bid” on the outside of the envelope or container and 

remain unopened in the applied bid file. The Authority will notify the bidder of their late bid 

status and provide the bidder an opportunity to pick up the bid or arrange for return, at bidder’s 

expense. 

 

N. Bid Opening 

A sealed bid opening is a formal, official event conducted in a professional, business-like 

manner. Purchasing staff shall avoid making any frivolous or preferential statements, which 

might compromise the Authority’s position and the reputation of the Purchasing Division. 

 

Unless conditions demand another site, bids are opened in the Authority Boardroom or 

conference room. Bid openings are open to the public and all interested bidders. The bid opening 

time must be strictly adhered to. 

 

As the bid opening starts, the Procurement Manager, or designated official opening the bid will 

introduce his/her staff and any Authority officials present. An announcement that “no award 

will be made at this time” will precede the opening of the first bid. 

 

The Procurement Manager or his/her designee will open the bids while another member of the 

Authority Staff records each bid. As each bid is read aloud, the dollar amount will be repeated 

clearly twice. 

 

After opening the last bid, attending vendors are advised that an award decision will be made 

after review of the submitted proposals, and thanked for attending the bid opening. To avoid 

possible tampering, bids shall not be distributed for general investigation by the bidders present. 

The bid analysis and monitoring system of the department will also be confidential as per Florida 

Statute 337.168. Under no circumstances will vendors or the public be allowed to privately 

review bids. 

 

O. Preliminary Screening of Bids   
Unsigned bids shall not be considered. No changes in bid prices or other provisions shall be 

permitted after opening a bid. Under no condition will a facsimile (fax) response be acceptable. 

 

Prior to opening of bids, a vendor may correct or withdraw its bid. Following the bid opening, 

when the Purchasing Division detects a mistake or the bidder alleges a mistake, ask the bidder 

to verify its bid and produce supporting evidence of the mistake. If the bidder responds with 

documentation supporting the mistake, the Purchasing Division may correct the bid if the 

mistake was an obvious or apparent clerical error. Examples include: 

 

1. Obvious errors in placing decimal points 

2. Obvious discount errors 

3. Error in extension of unit prices, however, unit prices always prevail 
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If the mistake is not an obvious or apparent mistake of a clerical nature, refer it to the Authority 

Attorney for action. 

 

P. Waiver of Informalities 

Bids may be defective in that they fail to give certain information requested by the invitation. 

For example, a bid may fail to furnish required catalogs or descriptive data.  These “minor” 

informalities may be corrected by allowing the bidder to furnish the information prior to award, 

or by waiving them if time does not permit their correction. 

 

The difference between a minor informality and a failure to conform to the essential 

requirements of the invitation may be difficult to determine without legal advice. Nevertheless, 

the decision to allow the defect to be corrected will be judged according to the fundamental 

principle, “Is it in the best interest of the Authority to do so and/or will it be prejudicial to the 

interests of the other bidders?” The Authority reserves the right to waive any bid informalities 

when deemed in its best interest. 

 

Q. Alternate Bids/Approved Equivalents   

The bidder may offer any brand that meets or exceeds the specifications as written for which it 

is an authorized representative. If the bid is based on an “approved equivalent or equal” item, 

supportive information in the form of the manufacturer’s printed literature or brochures, 

sketches, diagrams, and/or complete specifications must accompany the bid. The bidder must 

explain in detail the reasons why the proposed equivalent or equal will meet specifications and 

not be considered an exception thereto. The Authority reserves the right to determine acceptance 

of proposed equivalent or equal items.  

 

If an Invitation to Bid does not expressly permit the submission of alternate bids, a bid, which 

“qualifies” the specifications, should be rejected as unresponsive. However, if a bidder submits 

a bid conforming to the specification and offers an alternate, the alternate may be accepted if 

the bidder is the best value on both bids. Therefore, no prejudice results to the other bidders. 

 

R. Tabulation of Bids   

The requirement for recording bids involves the preparation of a Bid Tabulation Sheet. The 

information which normally is transcribed on the bid tabulation includes the invitation number, 

opening time and date, item number, description of items and services, quantity, unit, unit price, 

bidder’s name and location, deliveries, remarks or any other information which will be helpful 

in making the evaluation. 

 

A formalized bid tabulation is posted on DemandStar immediately following preparation. 

 

S. Bid Review 

After the bid opening, copies of the Tabulation Sheet, Bidder Response Sheets, Bid submittals, 

and all pertinent documents such as warranties, brochures etc., are forwarded to the requesting 

department. 

 

The requesting department promptly and thoroughly reviews each bid for specification 

compliance. Bid items not meeting minimum specifications should be rejected. In general, the 

lowest priced responsible, responsive bid meeting specifications should be awarded the contract. 
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T. No Bid   

On occasion, the Invitation to Bid will receive no responses. In those cases, evaluate the 

following options: 

 

1.  Contact vendors on bid list to determine reason for lack of response 

 

2.   Contact  the  user  department  to  determine  if  re-solicitation is  desired,  using  

information obtained from vendor response 

 

3.  Review specifications if decision is to re-solicit 

 

4.  Revise bid documents where appropriate 

 

5.  File the closed bid in the Purchasing Division if not re-soliciting 

 

U. Only One Bid Received 

When only one bid is received, evaluate the following options: 

 

1.  Inquire of those who did not bid to determine the reason for lack of response 

 

2.   Accept or reject bid on information received; consider Authority’s competition position 

 

3.   Accept  the  bid  if  time  is  crucial  and  cost  is  reasonable,  as  the  opportunity  for 

competition was afforded by initial competition 
 

4. Reject the bid if time permits for re-solicitation 

 

5. Review specifications, revise if necessary, and re-solicit 

 

6.   Authority staff may negotiate with the one bidder if the price is over the approved budget 

or the Purchasing Division believes it is advantageous to the Authority 

 

7.   If the lowest responsive bid is considered too high, the Procurement Manager shall have 

the authority to negotiate a lower price 

 

V. Tie Bids 

In the event two or more bids received are equal with respect to price with no evidence of 

collusive bidding, award preference shall be in the following order: 

 

1. Bidder has a Florida Statute Chapter 287 compliant drug free workplace program  

 

2. Local bidder business office located within the City of Melbourne incorporated limits  

 

3. Bidder’s business office is located within Brevard County 

 

4. Procurement Manager drawing of lots in public 
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W. General Criteria for Award 

The Department Director recommends for award the lowest priced, responsive, responsible 

bid. In determining the lowest responsive and responsible bid, in addition to price the following 

shall be considered as a basis for award:  

 

1. The ability, capacity, and skill of the bidder to perform under the bid documents terms  

 

2.   Can the bidder perform the contract or provide the materials or service promptly, or 

within the time specified, without delay or interference 

 

3. The character, integrity, reputation, judgment, experience, and efficiency of the bidder 

 

4. Previous contracts performance quality and the providing of materials and/or services 

 

5.   The previous and existing compliance by the bidder with laws and ordinances relating 

to the contract, or the providing of materials or services 

 

6.   The sufficiency of the financial resources and ability of the bidder to perform the 

contract or provide the materials or services 

 

7.   The quality, availability, and adaptability of the supplies, equipment, or contractual 

services to the particular use required 

 

8.   The ability of the bidder to provide future maintenance and service for the use of the 

subject of the contract 

 

9. The number and scope of conditions attached to the bid 

 

10.  Should there be reason not to recommend award to the lowest bidder; the requesting 

department must provide a memo to justify the decision for formal evaluation by the 

Purchasing Manager 

 

X. Responsiveness and Responsibility 

 

Responsiveness: 

   A responsive bid conforms to the material elements of an Invitation to Bid (ITB) 

 

   Bids must conform in all material respects to the criteria in the ITB 

 

   A responsive bid conforms substantially to specifications and does not contain a 

material variance 

 

   The determination of responsiveness is not discretionary (although it does require 

interpretation of the standard) 

 

   A nonresponsive bid is invalid, must be rejected, and cannot be cured after bid opening 

 

   A contract awarded to a nonresponsive bidder is void 
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Responsibility: 

 Relates to the bidder’s qualifications 

 

 Sometimes, evidence of responsibility is obtained after the bid opening 

 

   Determining responsibility sometimes involves discretion and judgment by the 

awarding staff 

 

Y. Bid Rejection 

Authority staff shall have the right to reject any or all bids for any of the following reasons: 

 

1. All prices too high or unbalanced 

 

2. Insufficient funds budgeted or available 

 

3.     An error in the specifications sufficient to have caused confusion and 

misunderstanding among bidders 

 

4. The item requested is no longer needed 

 

5. Lack of adequate competition 

 

6. Noncompliance with specifications 

 

7. Submission of more than one bid in response to a single invitation 

 

8. Lack of adequate work history and/or work experience 

 

9. Debarment of bidder/vendor 

 

Authority must reject bids for any of the following reasons: 

 

1. Does not comply with applicable law 

 

2. Does not provide what the Authority seeks to acquire; either too much or too little 

 

3.     Contains a material defect; waiver would give the bidder a competitive advantage over 

the other bidders 

  

Framework for analyzing responsiveness: 

 

1. Does the bid comply with legal requirements?  If not, reject. 

 

2. Does the bid provide what the Authority seeks to acquire?  If not, reject. 

 

3.     Does the bid contain an error or defect?   Analyze whether the error or defect is material 

or waivable. 

 

In the event all bids are rejected for one or more of the reasons above, the Purchasing Division 

will notify all of the participants and the Authority staff involved of the official reason(s) for 
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the ruling and the next step the Authority may take to fulfill the bid requirement. Review the 

bid specifications and any changes made to reissue the solicitation. 

 

Z. Bid Award 

It is the Purchasing Division and requesting department’s responsibility to determine the bid 

that offers the best value for the Authority. If a recommendation is to accept a bid other than 

the apparent low bid meeting specifications, the Recommendation for Award form must 

include adequate documentation to justify the rejection of the low bid. 

 

After their review, the requesting department must forward their signed Bid Recommendation 

for Award to Purchasing. Provided there is no disagreement, Purchasing will process either an 

Executive Director Action Item or MAA Board Agenda Item depending upon approval 

threshold. 

 

1.  Executive Director Approval (Threshold 3):  Purchasing staff will prepare and route an 

Executive Director Action Item to the Finance and Administration Director for review and 

signature. Once approved, the Finance and Administration Director forwards the Action 

Item to the Executive Director for approval and signature. 

 

2.  MAA Board Approval (Threshold 4): Purchasing staff will prepare and route a MAA 

Board Agenda Item to the using Department Director for review and signature. Once 

signed, the Department Director returns the item to Purchasing to make any noted 

corrections. The MAA Board Agenda Item is then routed to the Finance and Administrative 

Services Director for review and signature. Once approved, the Agenda Item is submitted 

to the Executive Director’s Office to be placed on the next available meeting’s agenda. 

 

Following either Executive Director or MAA Board approval or award, return the original 

signed action or agenda item to the Purchasing Division for processing. Purchasing staff 

will post the award on DemandStar.  The Purchasing Division will prepare a requisition or 

Purchasing Card order for the award. 

 

3.  Local Business/Minority Preference: The Authority provides for local vendor 

preference in the awarding of bids and contracts. The Authority currently has no minority 

preference in the award of a bid.  

 

8.2 Formal (Sealed) Proposals – Request for Proposals (RFP) 

 

A. Proposal Purpose 

The primary action is to ascertain clearly the purpose to be served by the proposal. Proposals 

are by nature more general than bids; it is vital to provide the correct parameters within which 

the vendors are to operate. Proposals are used when the price is not the only element that 

requires evaluation and consideration.  The proposal will contain customized evaluation criteria 

and scoring points used in the determination of an award. 

 

B. Proposer Selection 

A proposer list sufficient to generate three responses is required for purchases over $15,000. 

Potential proposers may be located by using the following resources: 

 

1. DemandStar vendor list 

2. Authority bidder database 
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3. State purchasing contracts 

4. Product catalogs 

5. Telephone directories 

6. Purchasing records 

7. Thomas Register 

8. McRae’s Blue Book 

9. Department Director recommendation 

10. Trade journals 

11. Salesperson 

12. Internet searches 

 

C. Proposal Advertisement 

The Authority shall provide  adequate public notice of the Request for Proposal. 

 

Newspaper: The Authority will advertise a minimum of one time in newspaper(s) of general 

circulation in Brevard County. The first advertisement should be within five (5) calendar days 

of the Request for Proposal publication date. The newspaper advertisement shall include the 

proposal number, proposal title, proposal due date and time, location for delivery of bids, pre-

proposal conference information, bond requirements, and the information of how to obtain the 

proposal specifications. 

 

D. Distribution of Proposal Requests by the Purchasing Division 
The Authority posts Requests for Proposal on the Authority website and DemandStar for 

downloading by prospective proposers. Supplemental proposers will be provided from the 

Authority bidder database. Placement on the bidder list does not guarantee receipt of a Request 

for Proposal. It is prospective proposers’ responsibility to check out proposal notices posted by 

the Purchasing Division. Vendors currently subscribed to DemandStar will receive notice for 

all Requests for Proposals within their commodity categories. 

 

E. Pre-Proposal Conference 

The Authority may conduct a pre-proposal conference with prospective proposers and 

concerned Authority staff on complex procurement projects. 

 

The primary objective of a conference is to provide a clear understanding of instructions to 

proposers relative to drawings, specifications, local conditions, location of the work, or work 

requirements. A site visit may be scheduled following the conference if the project personnel 

feel it would be beneficial for clarification of specifications. 

 

In addition to avoiding quality assurance problems and contingency items in proposals, other 

benefits that possibly derived from conferences include: 

 

1. A reduction in the number of changes in specifications. 

 

2. Stimulating competition by interesting more prospective contractors. 

 

3. To insure qualified contractors will submit quotations and to discourage submission by 

contractors not qualified to perform the work or supply the goods. 

 

4. An opportunity to discuss schedules. This is particularly valuable when hard to get or 

special materials and equipment is involved. 
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5. An opportunity to explain policies and requirements with respect to procurement 

methods,  competitive bidding and negotiation, quotation qualifications and conditions, 

price provisions in solicitations and any resulting contractual agreements, and the 

determining factors in making awards. 

 

The conference should be a formally announced meeting with contractors. An announcement 

of the conference shall be included with the Request for Proposal. The announcement will state 

the date, time, and location of the conference. In order to derive the greatest benefit from a 

conference, provide adequate time for the prospective proposers to review plans and 

specifications prior to the conference. Personnel qualified to answer completely and accurately 

all questions relating to matters such as contract provisions, design, specifications, and 

production techniques should attend the conference. A formal record shall be made of persons 

attending and the organizations represented via a sign-in sheet.  

 

During the pre-proposal conference, review and discuss the specifications with all contractor 

representatives in attendance. Care shall be taken to clarify the specifications as requested so 

as to insure that a contractor is not written out, thereby, eliminating them from proposing 

without due cause. Only in those instances where a contractor requests a change in the 

specifications that would result in compromising the intended use and quality of the equipment 

are such requests denied. 

 

It is important that persons attending be clearly informed that no oral statement from any person 

which modifies plans and specifications will in any manner or degree, be considered official 

until covered in an addendum to the Request for Proposal. 

 

F. Issuing Addenda  

Once issued, changes in specifications cannot be made to the RFP unless an addendum is 

issued, clearly pointing out such changes. 

 

All addenda shall be issued at least seven (7) calendar days prior to the proposal due date/time, 

unless waived by the Procurement Manager. If there is not sufficient time, the proposal due 

date/time will be extended. 

 

G. Proposal Format 

The Purchasing Division maintains a proposal template with “boilerplate” general terms and 

conditions. “Boilerplate” or general terms and conditions ensure the Authority receives 

appropriate protections through requirements for proposal bonds, insurance, and/or 

performance and payment bonds. Deletion of these items may result in loss of any meaningful 

protection for the Authority in the event of a contractor default or noncompliance. 

 

Proposal Conditions and Specifications: Conditions and specifications for a formal proposal 

generally differ from the same items for a bid in the following ways: 

 

1.   Due to the general nature of a Request for Proposal, conditions and specifications may 

be intermingled rather than separate. 

 

2.   Both conditions and specifications will tend to be broad, allowing the vendors a wide 

range of options from which to arrive at a proposal that accomplishes the desired goal. 

 



Melbourne Airport Authority Purchasing Manual 

Page 39 of 99 
 

3.   Conditions and specifications serve more as guidelines than strict standards. The 

objective is to allow the vendor’s expertise to design a proposal that will fulfill the 

Authority’s ultimate specified result. 

 

Conditions and specifications need not be so broad as to promote uninhibited proposals. By 

establishing boundaries within which to operate, and pointing the vendor toward the direction 

of the Authority’s goal, the Request for Proposal seeks to elicit the best talents in the market 

place to fulfill its needs. 

 

H. Formal Proposal 

The proposer’s complete formal proposal should be submitted with one original and a sufficient 

number of copies to supply each member of the Selection Committee with one copy each. 

 

Proposals should be submitted by the proposer as directed in the solicitation using the format 

and forms available in the Request for Proposal (RFP) document. 

 

I. Insurance, Bonds, Letter of Credit 

As in the case of bids, the Authority may require letters of credit, insurance, and/or bonds to 

protect its interests. Generally, proposals do not require proposal bonds. 

 

J. Late Proposals 

Proposals received in the specified receiving location, after the scheduled date and time for 

Authority receipt will be deemed late and will be rejected; unless the Procurement Manager 

determines the late receipt was due primarily to Authority mishandling of the proposal after 

receipt. A late proposal will be identified as a “Late Proposal” on the outside of the envelope 

or container and remain unopened in the applied proposal file. The Authority will notify the 

proposer of their late bid status and provide the proposer an opportunity to pick up the proposal 

or arrange for return, at proposer’s expense. 

 

K. Proposal Opening 

The Procurement Manager, or his/her designee will open the proposal packages received prior 

to the established due date and time.  

 

The Procurement Manager or his /her designee shall confirm and record the number of proposal 

copies submitted and proposal compliance with RFP requirements.  

 

Following the opening of the proposal packages, proposal copies will be distributed to the 

appropriate Department Director and/or or Selection Committee members, with the original of 

each proposal maintained in the Purchasing file. 

 

L. Proposal Review 

The requesting Department Director and/or Selection Committee members shall review 

proposal references, certifications, and all documents. The committee approach is usually 

chosen when dealing with complex projects requiring input from various departments.  

 

The project manager and/or the using department will select the committee members. If the 

committee approach is selected, then a department staff member will act as Chair of the 

Selection Committee. The Selection Committee Chair will: facilitate meetings, prepare 

recommendations for the top ranked firms, and negotiate and prepare final contract documents. 

The Committee Chair or designee will record and document all committee meetings. 
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When price is the primary consideration, the lowest bidder whose proposal meets the 

specifications and provides the best value to be Authority should be chosen. However, when 

price is not the primary consideration and design, quality, or other factors are paramount the 

decision must be formally documented by the department or committee. The Authority reserves 

the right to negotiate prices and scope of work. 

 

M. Recommendation of Award   

After department and/or Selection Committee review, the Department Director or Committee 

Chair through the Department Director shall submit a completed Selection Committee 

Evaluation Report to the Purchasing Division. Provided there is no disagreement, Purchasing 

will then process either an Executive Director Action Item or MAA Board Agenda Item, 

depending upon approval threshold. 

 

8.3 Local Vendor Preference 

 

A. Preference Policy Purpose  

The purpose of the local vendor preference policy is to return dollars spent by the Authority in 

purchasing and contract awards back into the local community. This is important to sustain 

local businesses and to create and retain jobs. 

 

B. Local Preference 

The Authority extends preference to those vendors, contractors, or service providers, who 

maintain a valid Local Business Tax Receipt, issued by either the City of Melbourne or Brevard 

County, at least one (1) year prior to bid submission; and, whose business address is located 

within the city limits of the City of Melbourne, or boundaries of Brevard County, Florida. A 

post office box shall not be considered a physical business address. 

 

A five percent (5%) preference is given to City of Melbourne vendors/contractors and a two 

percent (2%) preference is given to Brevard County vendors/contractors, for bids that do not 

fall into one of the exception categories listed below: 

 

1.   Goods or services provided under a cooperative purchasing agreement or piggyback 

agreement. 

 

2.   Purchases or contracts funded, in whole or part, by a governmental entity and the laws, 

regulations, or policies governing such funding prohibit application of such a preference. 

 

3.   Purchases made or contracts approved under emergency or noncompetitive situations, 

or for litigation related legal services, as described in the Authority’s purchasing policies. 

 

4.   Purchases or contracts with an estimated cost less than $5,000. 

 

5.   Purchases or contracts where the difference between the amount of the low quote/bid 

submitted by a qualified and responsive non-local business and the lowest quote/bid 

submitted by a qualified and responsive local business is greater than $35,000. 

 

6.   Where all bids are rejected. 
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C. Waiver of Local Preference 

Depending upon approval threshold, the Executive Director or the MAA Board must approve 

any request for a waiver of local preference to any particular purchase or contract prior to 

advertisement and solicitation of quote/bid. The Executive Director or MAA Board, as the 

respective awarding authority, may approve the waiver of local preference upon review and at 

their discretion. 

  

D. Definitions 

1. Local business means the vendor is either a local city or a local county business. 

 

2. Local city business means the vendor has: 

 

A.   a valid business tax receipt issued by the City of Melbourne at least one (1) year 

prior to the solicitation of a formal quote/bid for which the business may seek local 

vendor preference, and 

 

B.  a physical business address located within the City, in an area zoned for the 

conduct of such business from which the vendor is operating its business, and at 

which it maintains full-time employees. 

 

3. Local county business means the vendor has: 

 

A.   a valid business tax receipt, issued by Brevard County at least one (1) year prior 

to the solicitation of a formal quote/bid for which the business may seek local vendor 

preference, and 

 

B.  a physical business address located within Brevard County from which the 

vendor is operating or performing its business, and at which it maintains full-time 

employees. 

 

4.       Non-local business means the vendor does not meet either the definition of local 

city business or local county business in subsection 1 or 2 above. 

 

5.        Semi-Formal quote means a solicitation of supplies and/or services between 

$5,000 and $15,000, processed by the Purchasing Division. 

 

6.       Formal proposal means a solicitation (Request for Proposal) of supplies and/or 

services in excess of $15,000. 

 

E. Establishment as Local City or Local County Business 

To establish that a vendor is a local business, a vendor shall provide written documentation of 

compliance (Local Vendor Preference Affidavit of Eligibility) at the time of submitting a 

formal quote/bid. Post office boxes are not verifiable and shall not be used for establishing the 

required physical business address. A vendor that misrepresents the local preference status of 

its firm in a formal quote/bid submitted to the Authority will lose the privilege to claim local 

preference status for a period of two (2) years. 

 

F. Local Preference in Purchasing and Contracting 

The Authority shall give preference to a local business in the purchase of commodities, 

personal property, general services, professional services (except CCNA), and the purchase of 



Melbourne Airport Authority Purchasing Manual 

Page 42 of 99 
 

or contract for construction or renovation of public works or other public improvements by 

means of formal proposal or competitive proposal in the following manner: 

 

1.   Competitive proposal: Each formal competitive proposal solicitation shall clearly 

identify how the price order of the proposals received will be evaluated and determined. 

 

2.   Local award: If the initial lowest proposal is submitted by a qualified and 

responsive local business, there is no further local preference given. 

 

3.   Local city preference: Under a competitive proposal solicitation, when a qualified 

responsive, responsible non-local business submits the lowest price proposal, and a 

proposal submitted by one or more responsive, responsible  local city  businesses is within 

five percent (5%) of the price(s) submitted by the non-local business, then each of the 

responsive, responsible local businesses (within 5%) shall have the opportunity to submit 

an offer to match the price submitted by the lowest non-local proposer. A price match 

document must be received within five (5) business days after issuance. 

 

 If the lowest city business submits an offer that matches the lowest non-local proposal, 

and the two contractors are similarly qualified and responsive proposers, then the award 

shall be made to the local city business. 

 

 If the lowest local-city business proposer declines or is unable to match the lowest non-

local proposal, then the option to do so moves to the next initial lowest local-city business, 

etc., who is a similarly qualified and responsive proposer. 

 

4.   Local county preference: If there is no local city business within five percent (5%) 

of the lowest proposal, or all eligible local city proposers decline the option to match the 

lowest proposal, then the offer to match the lowest non-local proposal shall go to each of 

the similarly qualified and responsive local county businesses whose submitted bid is 

within two percent (2%) of the lowest proposal. A price match document must be received 

within five (5) business days after issuance. 

 

 If the initial lowest local county business proposer submits an offer that matches the lowest 

non-local proposal, and the two vendors are similarly qualified and responsive bidders, 

then the award shall be made to the local county business. 

 

 If the lowest local county business proposer declines or is unable to match the lowest non-

local proposer, then the option to do so moves to the next initial lowest local county 

business, etc., who is a similarly qualified and responsive bidder. 

 

5. No local award:  Should none of the local proposers be willing to price match the 

lowest non-local proposal, the lowest non-local proposer shall be awarded the contract. 

 

6.   Unit pricing: If a local business accepts the opportunity to match the lowest non-local 

proposal, and that proposal is based on unit pricing and estimated quantities, then the unit 

prices for each or all proposal item(s) must be matched against the non-local proposal 

pricing, in accordance with the proposal solicitation requirement. 

 

7.   Tie proposals: In the event of a tie between the initial proposals of two or more local 

businesses, the local business with the greatest number of full-time employees working in 



Melbourne Airport Authority Purchasing Manual 

Page 43 of 99 
 

the City of Melbourne or Brevard County, respectively, shall be awarded the purchase or 

contract.   
 

8.4 Bid/Proposal Documents and Meetings 

 

A. Files 

Purchasing maintains a complete control file on all formal bids and proposals for the Authority 

processed by Purchasing staff.  These exclude formal bids and proposals issued and processed 

by the Director of Capital Improvements.  

 

The Purchasing files (hardcopy/electronic copy) are filed by solicitation number, with the files 

divided by fiscal year. 

 

The folder for each bid/proposal will contain, at a minimum, copies of the following: 

 

1. Vendor’s List 

2. Bid Invitation/Request for Proposal 

3. Specifications 

4. Bids/Proposals Received 

5. Bid/Proposal Tabulation 

6. Agenda Item Request 

7. MAA Board Meeting Summary 

8. Requisition and Purchase Order or Purchase Card Order 

9. Contract 

10. Bonds (as appropriate) 

 

B. Public Disclosure 

Under Florida’s Public Records Act, any person has the right to review any document the 

Authority keeps in the course of regular business.  However, Florida Statute Chapter 119.071 

of this Act exempts the Authority from allowing interested parties to examine sealed bids or 

proposals as follows: 

 

1.  Sealed bids, proposals, or replies received pursuant to a competitive solicitation are 

sealed from the public or other bidders until the Authority provides notice of a decision or 

intended decision or within thirty (30) days after bid or proposal opening, whichever is 

earlier. 

 

2.   If the Authority rejects all bids, proposals, or replies submitted in response to a 

competitive solicitation and the Authority concurrently provides notice of its intent to 

reissue the invitation to bid or request for proposals, the rejected bids or proposals remain 

sealed from the public or other bidders until such time as the Authority provides notice of  a  

decision  or intended decision concerning the reissued invitation  to  bid  or  request  for  

proposals  or until the Authority withdraws the reissued invitation to bid or request for 

proposals. 

 

3.   A bid, proposal, or reply is not exempt for longer than twelve (12) months after the initial 

Authority notice rejecting all bids, proposals, or replies. 

 

4.   Bid tabulation sheets, communications between Authority staff members, or Authority 

staff analysis of a project are not exempt from public record. 
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The Purchasing Division will accommodate vendor telephone, written, or email requests for 

bid/proposal results to the maximum extent feasible: 

 

1. Provide web site to see bid tab. 

 

2. Provide information via email. 
 

3. Provide information over the phone. 

 

C. Public Meetings 

Under Florida Statute Chapter 286.011, all meetings of a municipal corporation at which 

official acts are to be taken are declared as public meetings open to the public. However, Florida 

Statute Chapter 286.0113 exempts the Authority from allowing an open public meeting where 

any portion of a meeting at which a negotiation with a vendor is conducted pursuant to a 

competitive solicitation, at which a vendor makes an oral presentation as part of a competitive 

solicitation, or at which a vendor answers questions as part of a competitive solicitation. 

 

Additionally, any portion of a team meeting (a group of members established by the Authority 

to conduct negotiations as part of a competitive solicitation) at which negotiation strategies are 

discussed is exempt from public meeting requirement. 

 

Florida Statute 286 provides that the public cannot observe oral presentations where bidders 

and proposers discuss their submissions, and qualifications and answer questions before a 

selection committee. Further, the public cannot attend committee meetings where Authority 

staff discusses strategies for selecting and negotiating with the top-ranked bidder or proposer. 

 

In addition, under Florida Statute Chapter 286.0113, a complete recording shall be made of any 

portion of an exempt meeting. No portion of the exempt meeting may be held off the record.  

The recording of, and any records presented at, the exempt meeting are exempt from public 

disclosure until such times as the agency provides notice of  an  intended decision or until thirty 

(30) days after the bids, proposals, or final replies, whichever occurs earlier. 

 

Florida Statute 286 mandates the recording of such exempt meetings, and no portion of the 

exempt meeting can be held off the record.  The recordings can be obtained through a public 

records request, either at the time that the notice of intended award is posted, or thirty (30) 

days after bids or proposals are opened, whichever is earlier. 

 

8.5 Bidder/Proposer Protest 

 

Right to Protest 

Any actual or prospective bidder or proposer, aggrieved in connection with a solicitation or 

award of a bid or contract may protest to the Purchasing Manager in accordance with established 

procedures in the Purchasing Manual.  

 

Remedy 

The Procurement Manager is authorized to settle any protest regarding the solicitation or award 

of an Authority contract, any claim arising out of the performance of an Authority contract prior 

to an appeal to the Executive Director or MAA Board, or the commencement of an action in a 

court of competent jurisdiction. 
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Stay of Procurement 

In the event of a timely and properly filed protest, the Procurement Manager shall not proceed 

further with the solicitation or award until all administrative remedies have been exhausted, or 

until the Executive Director or MAA Board, as appropriate, makes a determination on the record 

that the award of a contract is necessary to protect substantial interests of the Authority. 

 

A. Definitions 

 

Interested Party: 

A party that is an actual or prospective bidder or proposer whose direct economic interest 

would be affected by the award or failure to award the third party contract at issue.  Note:  

A subcontractor does not qualify as an “interested party”. 

 

Protest: 

A formal declaration of disapproval or objection issued by a concerned person, group, or 

organization that arises during the procurement process. A protest is a potential bidder’s or 

contractor’s remedy for correcting a perceived wrong in the procurement process. 

 

Protestor: 

A person, group, or organization that files a formal declaration of disapproval or objection.  

A protestor must qualify as an “interested party”. 

 

B. Types of Protest 

There are three basic types of protests, pursuant to this manual: 

 

1.   Pre-bid Protest– Protest is received prior to the bid opening or proposal due date. 

Pre-bid protests are those based on the content of the initial solicitation published by the 

Authority requesting bids/proposals from vendors or other interested parties. 

 

2.   Pre-award Protest– Protest following recommendation for award and is received 

after receipt of bids or proposals, but prior to award of a contract. 

 

3.   Post-award Protest– Protest received after award of a contract. A post-award 

generally alleges a violation of applicable federal or State law and/or Authority policy or 

procedures relative to the seeking, evaluating, and/or awarding of the contract. 

 

C. Protest of Specifications (Prior to Bid Opening/Proposal Due Date) 

Any protestor (actual or prospective bidder or contractor), who is aggrieved in connection with 

the solicitation of a contract or bid, may protest on the grounds of irregularities in specifications 

or bid/proposal procedure. Such protest must be filed within three (3) business days (excluding 

weekends and holidays) from the time the facts become known and, in any case, at least five (5) 

business days prior to the opening of the bid. 

 

Protest must be made in writing to the Procurement Manager and shall state the specific grounds 

on which it is based and shall include all pertinent documents and evidence. No bid protest shall 

be accepted unless it complies with the requirements of this manual Section. Failure to timely 

protest bid specifications, requirements, and/or terms is a waiver of the ability to protest. 

Stay of Procurement: In the event of a timely protest prior to bid opening/proposal due date, the 

Authority may proceed further with the solicitation or with the award of the contract unless the 

Procurement Manager makes a written determination sustaining the protest. 
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D. Protest of Award Recommendation (After Bid Opening/Proposal Evaluation) 

Any protest after the bid opening/proposal evaluation, including challenges to actions of any 

evaluation of selection committee shall be submitted in writing to the Procurement Manager. 

 

The Notice of Intent to File a protest must be received by the Purchasing Division no later than 

4:00 pm, local time, on the third business day (excluding weekends and holidays) following the 

day of the protestor’s receipt of the Authority’s notice of award recommendation. 

 

The Notice of Intent to File a protest document shall state all grounds claimed for the protest 

and clearly indicate, in their document, that they are intending to file a formal written protest. 

 

The affected party must then file a Formal Written Protest within ten (10) calendar days after 

the time for the filing of the Notice of Intent to File a Protest has expired. The Formal Written 

Protest shall contain the following: 

 

a. Authority bid/proposal identification number and title 

 

b.     Name and address of the affected party and the title or position of the person 

submitting the protest 

 

c.      A statement of all claimed disputed issues of material fact. If there are no disputed 

facts, the formal protest must so indicate 

 

d.      A concise statement of the facts alleged and the rules, regulations, statutes, or 

constitutional provisions which entitle the affected party to relief 

 

e.      All  information,  documents,  other  materials,  calculations,  and  any  statutory  or 

case law authority in support of the grounds for the protest 

 

f.      A statement indicating the relief sought by the affected protesting party 

 

g.     Any other relevant information the affected party deems material to the protest 

 

Stay of Procurement: Upon receipt of timely filed Notice of Intent to File a Protest, the 

Procurement Manager will abate the award process of the formal bid/proposal, as appropriate, 

until  the  protest is heard  pursuant to the informal hearing process as outlined below, unless 

the Executive Director shall find and set forth in writing particular facts and circumstances that 

would require an immediate award of the formal bid/proposal for the purpose of avoiding a 

danger to the public’s health, safety, or welfare. Upon such written finding by the Executive 

Director, an expedited protest hearing may be authorized. 

 

Protest Review Board: A Protest Review Board shall be comprised of: (1) the affected 

Department Director, (2) Finance and Administrative Services Director, (3) and Procurement 

Manager, or their authorized representatives, and/or Independent Experts. The Protest Review 

Board shall conduct an informal hearing with the protesting firm within seven (7) business days 

(excluding weekends and holidays) from receipt of the Formal Written Protest, to attempt to 

resolve the protest. The purpose of the informal hearing by the Protest Review Board is to 

provide an opportunity to review the basis of the protest and to evaluate the facts and merits of 

the protest. The posting of a Public Notice for this meeting is required. 
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Once the Protest Review Board makes a determination, the Protest Review Board Chair, or 

designee, shall forward the recommendation and all background information related to the 

procurement to the Executive Director. 

 

Upon the Executive Director’s approval of the recommendation, an Executive Director Action 

Item or MAA Board Item (depending on approving Purchasing category) shall be submitted for 

final award. 

 

The Procurement Manager shall forward the Executive Director or MAA Board’s notice of the 

final decision to the protesting party, in writing. 

 

E. Protest of Award (After Bid/Contract Award) 

A post-award protest must be received within five (5) business days (excluding weekends and 

holidays) of the award date. Depending on the Purchasing category and/or the awarding 

authority, the Procurement Manager, Executive Director, or MAA Board shall have the 

authority to settle and resolve a post-award protest concerning the award of a bid. 

 

If the bid protest is not resolved by mutual agreement, the Executive Director and the Authority 

Attorney, or their respective designees, shall promptly issue a decision in writing. The decision 

shall specifically state the reasons for the action taken and inform the protestor of its right to 

challenge the decision. 

 

Any person aggrieved by any action or decision of the Executive Director, the Authority 

Attorney, or their respective designees, with regard to any decision rendered under this section 

may appeal said decision by filing an original action in the Circuit Court of the Eighteenth 

Judicial Circuit in and for Brevard County, Florida, in accordance with the applicable court 

rules. Any action not brought in good faith shall be subject to sanctions including damages 

suffered by the Authority and attorney’s fees incurred by the Authority in defense of such 

wrongful action. 

 

F. Filing for Protest 

All protests must be filed in writing with the Authority Procurement Manager, One Air Terminal 

Parkway, Suite 220, Melbourne, Florida  32901.   

 

8.6 Waiver of Competitive Bids 

The following types of purchases and contracts are exempt from competitive quotes or bids: 

 

1. CCNA 
Architectural, engineering, landscape, registered surveying, and mapping services are 

governed by the Consultants’ Competitive Negotiations Act (CCNA) per FS 287.055, for 

services of $15,000 and less.   

 

2. Purchase Contracts/Cooperative Agreement Contracts 
State, Government Agency, and Organizations contracts have already been competitively 

bid; therefore, the need to compete is satisfied for purchases of this nature. This method of 

purchase is known as piggybacking, and is particularly desirable if time is a constraint or 

if the chances for obtaining better prices from other sources is poor. Utilization of these 

sources waives the requirement for a formal competitive bid. 
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3. Sole/Single Source 
A Sole Source procurement method may be used for the purchase of products or services 

purchase when research has determined there is only one potential provider for an item.  

 

A Single Source purchase exists when there are multiple sources; however, it is 

advantageous to the Authority to declare a purchase non-competitive because it will result 

in verifiable financial savings to the Authority; is a trial program; or utilizing a competitive 

process will be detrimental to timely securing the goods or services. More than one 

potential supplier may exist for a good or service. The Purchasing Division, in conjunction 

with the requesting department, will document the advantages of declaring the purchase 

non-competitive. 

 

A Sole/Single Source Justification Form must be completed and submitted with each 

request for sole or single source procurement. 

 

4.   Emergency Purchases: Emergency purchases are allowable when certified by a 

Department Director to the Executive Director, that a delay incidental to competitive 

bidding would be detrimental to the interest of the Authority. An “Emergency” is defined 

as a situation brought about by a sudden unexpected turn of events or any circumstance or 

cause beyond the control of the Authority in the normal conduct of its business. An 

emergency purchase is made to alleviate a situation where there is a threat to health, 

welfare, injury, or loss to the Authority that can only be rectified by immediate purchase of 

equipment, supplies, materials, or services.  

 

An “emergency purchase” must fit the circumstances noted above and requires such 

competition as is practicable under the circumstance. 

 

5.   Specific Items 
The following items are exempt from price quotes: 

 

a. Travel 

b. Postage 

c. Expert witnesses 

d. Legal advertisements 

e. Court reporter services 

f. Subscriptions for periodicals 

g. Title insurance for real property 

h. Hospitality services and expenses 

i. Seasonal and recreational service providers 

j. Fees and costs of job related seminars and training 

k. Dues and memberships in trades or professional organizations 

l. Professional Services (CPA, Attorney, Financial Advisor, etc.) 

m. Artists, music ensembles (bands) and other entertainment providers and animals 

n. Water, sewer, electrical, telephone, and other utility services without competition  

o. Abstracts of titles for real property, Copyrighted materials not available from 

multiple sources 

  

  



Melbourne Airport Authority Purchasing Manual 

Page 49 of 99 
 

SECTION 9-BONDS AND INSURANCE 

 

9.1 Bonds 

Bonds offer tangible protection in the form of monetary assurances that the bidder will meet 

its obligations. Bonds must be secured by the bidder at its own cost, and generally may be 

classified as follows: 

 

A. Bid/Proposal Bond 

This is a document, usually in an amount not to exceed 10% of the bid/proposal value, which 

guarantees that the bidder/proposer will enter into a contract with the Authority if 

bidder/proposer wins the award. Bid/Proposal Bonds protect the Authority from erroneous or 

deliberate low bids/proposals which the vendor has no intention of honoring. The 

bidder/proposer forfeits the Bid/Proposal Bond should it fail to enter into a contract. The surety 

on any bid bond shall be a company recognized to execute bid bonds for contracts of the Federal 

Government. Bid/Proposal Bonds must be submitted with the bid/proposal. Bid/Proposal Bonds 

may be required where the contract price exceeds $35,000. 

 

B. Performance  Bond 

This is a surety instrument guaranteeing the vendor will perform according to the terms of the 

contract, and is generally in an amount of 100% of the bid. This bond affords protection from 

nonperformance and/or non-completion of major contracts, the efforts of which could result in 

considerable injury to the Authority. Should the vendor default, the Authority cashes the bond 

then may utilize the funds to complete the contract with another vendor. Performance Bonds are 

submitted upon award of the contract. 

 

C. Payment Bond 

This bond guarantees payment to subcontractors and suppliers providing goods and services to 

the general contractor, who is under contract to the Authority. The payment bond relieves the 

Authority of financial liens against a project should the general contractor fail to pay its suppliers 

and subcontractors. These creditors will look to the bond for payment. Payment bonds are 

submitted upon award of the contract.  Note:  Safekeeping procedures for custody of bonds 

and bid deposits will be determined by the Finance and Purchasing staff. 

 

D. Labor & Material Bond 

This bond has the same requirements as the Payment Bond. The bond guaranty may, at the 

discretion of the Authority, be in the form of a cashier’s check, bank money order, bank draft of 

any national or State bank, certified check, or surety bond, payable to the Authority.  

 

E. Letter of Credit 

Preferred in certain construction projects or multi-year contracts and must be irrevocable. 

 

9.2 Insurance Terms and Conditions 

Insurance is required to safeguard the Authority from any claims resulting from damage to 

property and/or injury to persons caused by the vendor or its actions. The vendor, at its own 

cost, must secure insurance policies that name the Authority as an “Additional Insured” party. 

The insurance guidelines in this section are applicable to all agreements, contracts, and leases. 

Incorporation of the provisions of this section shall be adhered to as closely as possible and as 

practical to the specific commodity, repair, service, construction, or lease. Insurance guidelines 

include basic coverage requirements, one or more of which should be chosen for individual 

agreements, contracts, or leases, on an as-needed basis. 
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Agreements, contracts, and leases shall contain risk management/insurance terms to protect the 

Authority’s interests. 

 

A. Authority Defined 

The term Authority, (wherever it may appear) is defined to mean the Authority itself, its MAA 

Board, officers, employees, volunteers, representatives, and agents. 

 

B. Other Party Defined 

The term Other Party, (wherever it may appear) is defined to mean the other person or entity 

which is party to an agreement, contract, or lease, any subsidiaries or affiliates, officers, 

employees, volunteers, representatives, agents, or contractors and subcontractors. 

 

C. Hold Harmless 

The Other Party agrees to hold the Authority harmless against all claims for bodily  injury, 

sickness, disease, death, or personal injury or damage to property or loss of use resulting there 

from, arising out of an agreement, contract, or lease unless such claims are a result of the 

Authority’s sole negligence. 

 

The Authority shall also be held harmless against all claims for financial loss with respect to 

the provision of or failure to provide professional or other services resulting in professional, 

malpractice, or errors or omissions liability arising out of performance of an agreement or 

contract, unless such claims are a result of the Authority’s sole negligence. 

 

D. Payment on Behalf of the Authority 

The Other Party agrees to pay on behalf of the Authority, and to pay the cost of the Authority’s 

legal defense, as may be selected by the Authority, for all claims described in the Hold 

Harmless paragraph. 

 

Such payment on behalf of the Authority shall be in addition to any and all other legal remedies 

available to the Authority and shall not be considered the Authority’s exclusive remedy. 

 

E. Loss  Control/Safety 

The Other Party for the protection of all persons, including employees and property, shall 

exercise precaution at all times. The Other Party shall be expected to comply with all laws, 

regulations, or ordinances related to safety and health, shall make special effort to detect 

hazardous conditions, and shall take prompt action where loss control/safety measures should 

reasonably be expected. 

 

The Authority may issue a “Stop Work Order” if conditions exist that present immediate danger 

to persons or property. The Other Party acknowledges that such stoppage will not shift 

responsibility for any damages from the Other Party to the Authority. 

 

9.3 General Insurance Requirements 

The Other Party shall procure and maintain the described insurance, except for coverages specifically 

waived by the Authority, on policies and with insurers acceptable to the Authority. 

 

These insurance requirements shall not limit the liability of the Other Party. The Authority does not 

represent these types or amounts of insurance to be sufficient or adequate to protect the Other Party’s 

interests or liabilities, but are merely minimums. 
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Except for workers compensation and professional liability, the Other Party’s insurance policies shall 

be endorsed to name the Authority as an Additional Insured to the extent of the Authority’s interests 

arising from this agreement, contract, or lease. 

 

Except for workers compensation, the Other Party waives its right of recovery against the Authority, 

to the extent permitted by its insurance policies. 

 

The Other Party’s deductibles/self-insured retentions shall be disclosed to the Authority, which may 

be disapproved by the Authority. They shall be reduced or eliminated at the Authority’s option. The 

Other Party is responsible for any deductible or self-insured retention. 

 

Insurance required of the Other Party or any other insurance of the Other Party shall be considered 

primary, and insurance of the Authority shall be considered excess, as may be applicable to claims 

that arise out of the Hold Harmless, Payment on Behalf of Authority, Insurance, Certificates of 

Insurance, and any Additional Insurance provisions of this agreement, contract, or lease. 

 

If requested by the Authority, the Other Party shall furnish complete copies of the Other Party’s 

insurance policies, forms, and endorsements. 

 

For Commercial General Liability coverage the Other Party shall, at the Authority’s option, provide 

an indication of the amount of claims payments or reserves chargeable to the aggregate amount of 

liability coverage. 

 

9.4 Certificates of Insurance 

The Contractor shall procure and maintain required insurance coverages documented on Certificates 

of Insurance. Such policies shall be from insurers with a minimum financial size of VIII according to 

the latest edition of the AM Best Rating Guide. An “A” or better Best Rating is “preferred;” however, 

other ratings if “Secure Best Ratings” may be considered. 

 

Required insurance shall be documented in Certificates of Insurance that provide that the Authority 

shall be notified at least 30 days in advance of cancellation, nonrenewal, or adverse change. 

 

New Certificates of Insurance are to be provided to the Authority at least 15 days prior to coverage 

renewals. 

 

The Authority shall be named as certificate holder; and, except for workers compensation and 

professional liability, the Certificates of Insurance shall document the Authority as Additional Insured 

to the extent of the Authority’s interests arising from the agreement, contract, or lease. 

 

Receipt of certificates or other documentation of insurance or policies or copies of policies by the 

Authority, or by any of its representatives, which indicate less coverage than required does not 

constitute a waiver of the Other Party’s obligation to fulfill the insurance requirements herein. 

 

9.5 Basic Insurance Coverages Required 

The insurance companies shall have an A.M. Best's rating and financial size of at least A-, and shall 

be licensed, admitted and authorized to do business in the State of Florida. 

 

The Other Party shall waive all rights of subrogation against Authority, their respective officers, 

elected or appointed officials, and employees for the recovery of damages to the extent that these 

damages are covered by any of the insurance policies required by this Agreement. 
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Certificates of insurance coverage, additional insured endorsements, waiver of subrogation 

endorsements and notice of cancellation or termination endorsements must be provided to the 

Authority. 
 

Required insurance coverage shall be primary insurance and any insurance or self-insurance 

maintained by the Authority shall be excess of and non-contributory with vendors insurance. 

 

A. Comprehensive General Liability 

Comprehensive General Liability for public liability during the lifetime of a contract shall have 

minimum limits of $2,000,000 combined single limit per occurrence  including, but not limited to, 

Personal Injury, Bodily Injury, and Property Damage Liability. Coverage shall include Premises 

and/or Operations, Independent Contractors, Products and/or Complete Operations, Contractual 

Liability and Broad Form Property Damage Endorsements. Coverage shall not contain an exclusion 

or limitation endorsement for Contractual Liability or Cross Liability. Coverage for the hazards of 

explosion, collapse, and underground property damage (XCU) must also be included when 

applicable to the work to be performed. All insurance policies shall be issued from a company or 

companies with an A.M. Best’s rating and financial size of at least A-, and shall be licensed, admitted, 

and authorized to conduct business in the State of Florida.  All policies shall be on an occurrence 

made basis; the Authority shall not accept claims made policies. Specific endorsements will be 

requested depending upon the type and scope of work to be performed. 

 

The policy must provide coverage for bodily injury, property damage, liability arising from premises 

and operations, independent contractors, products-completed operations, liability assumed under an 

insured contract (including tort liability of another assumed in an agreement) and hangar-keepers 

liability. The Other Party shall require its vendors, vendees and subcontractors, to maintain a similar 

commercial general liability insurance policy with the same coverages for bodily injury and property 

damage, and that names the Airport as an additional insureds. The Comprehensive General Liability 

shall name the Airport as additional insureds. 

 

B. Professional Liability 

The Other Party shall agree to maintain Professional Liability or equivalent Errors & 

Omissions Liability at a limit of liability not less than $1,000,000 Per Occurrence. When a Self-

insured Retention (SIR) or deductible exceeds $10,000, the Authority reserves the right, but not the 

obligation, to review and request a copy of the Other Party’s most recent annual report or audited 

financial statement. For policies  written  on  a  “Claims  Made” basis, the Other Party warrants the  

retroactive  date  equals  or  precedes  the  effective date of this contract. In the event the policy is 

canceled, non-renewed, switched to an Occurrence Form, retroactive date advanced; or any other 

event triggering the right to purchase a Supplemental Extended Reporting Period (SERP) during the 

life of a Contract, the Other Party shall agree to purchase a SERP with a minimum reporting period 

not less than three (3) years. Use with consultants or engineers only. 

 

C. Business Auto Policy 

The Other Party shall agree to maintain Business Automobile Liability at a combined single limit of 

liability per accident for any auto, hired autos, and non-owned autos not less than $2,000,000 each 

occurrence for all owned, non-owned and hired automobiles. 

 

D. Workers Compensation Coverage 

The Other Party shall purchase and maintain workers compensation insurance for all workers 

compensation obligations imposed by state law and employers liability coverage with limits of at 

least $1,000,000 each accident, $1,000,000 each disease/employee and $1,000,000 per disease/policy 
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limit. The Other Party shall also purchase any other coverages required by law for the benefit of 

employees. 

 

E. Fire Insurance 
The Other Party shall obtain and maintain at all times during the Term of the Agreement a fire 

insurance policy with coverage in the amount of at least One Million Dollars ($1,000,000) 

annually.  The fire insurance policy shall name the Airport as an additional insureds. 

 

F. Umbrella Liability 

Ten Million Dollars ($10,000,000) excess policy per occurrence combined limit for bodily 

injury and property damage that follows form and applies in excess of the primary liability 

coverages required hereinabove. 

 

G. Additional  Insured Requirements 

Except  as  to Workers’  Compensation  and  Employers’  Liability,  said  Certificate(s)  shall 

clearly state that coverage required by the contract has been endorsed to include the City of 

Melbourne Airport Authority, its officers, agents, and employees  as  Additional  Insured  with  

a  CG  2026-Designated  Person  or  Organization endorsement, or similar endorsement, to its 

Commercial General Liability. The name for the Additional Insured endorsement issued by 

the insured shall read “City of Melbourne Airport Authority,” its officers, employees, and 

agents along with the Contract and Bid/Proposal number. The Certificate of Insurance shall 

unequivocally provide thirty-(30) day’s written notice to the Authority prior to any adverse 

changes, cancellation, or nonrenewal of coverage there under. Said liability insurance must be 

acceptable by and approved by the Authority as to form and types of coverage. In the event 

that the statutory liability of the Authority is amended during the term of this agreement to 

exceed the above limits, the Other Party shall be  required,  upon  thirty  (30)  days  written  

notice  by  the Authority, to provide coverage at least equal to the amended statutory limit of 

liability of the Authority. 

 

H. Indemnification 

The Other Party shall indemnify, defend, and hold harmless the Authority, its representatives, 

employees, and elected and appointed officials, from and against all claims, costs, demands, 

legal fees, costs of action, losses, damages or other expenses arising as a result of any negligent 

act, conduct, error or omission by the Authority, its agents, employees in the performance of 

this contract or occasioned wholly or in part by any negligent act, conduct, error or omission 

by the Other Party, or its agents, employees or subcontractors, in the performance of this 

contract. 

 

I. Construction Type Contracts 

 

1.  Subcontractors: It shall be the responsibility of the Other Party to ensure that 

all subcontractors comply with the same insurance requirements referenced above. 

 

2.  Deductible Amounts: All deductible amounts shall be paid for and be the 

responsibility of the Other Party for any and all claims under this contract. 

 

3.  Umbrella or Excess Liability: The Other Party may satisfy the minimum limits 

required above for Commercial General Liability, Business Auto Liability, or Employer’s 

Liability coverage under Umbrella or Excess Liability. The Umbrella or Excess 

Liability shall have an Aggregate limit not less than the highest “Each Occurrence” 
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limit for Commercial General Liability, Business Auto Liability, or Employer’s 

Liability. When required by the insurer, or when Umbrella or Excess Liability is written 

on “Non-Follow Form,” the Authority shall be endorsed as an “Additional Insured.” 

 

Coverage limits will be set at the advice of the Risk Management Department and should 

not be changed without approval. The Authority, by and through its Risk Management 

Department, reserves the right, but not the obligation, to review and reject any insurer 

providing coverage. The above referenced Insurance Requirements are for use when a 

contract is utilized or any work will be done on Authority property. 

 

9.6 Additional Insurance 

The following types of insurance may be determined relevant to an agreement, contract, or 

lease by the Authority and will be required of the Other Party when so stipulated. 

 

A. Property Coverage for Leases 

The Other Party shall procure and maintain for the life of the lease, all risk/special perils 

(including sinkhole) property insurance (or its equivalent) to cover loss resulting from 

damage to or destruction of the building and personal property/contents. The policy shall 

cover 100% replacement cost and shall include an agreed value endorsement to waive 

coinsurance. Coverage shall also include continued full payment of rents to the Authority for 

up to one year after damage or destruction of the property. 
 
B. Liquor Liability 

In anticipation of selling alcohol, the Other Party shall provide evidence of coverage for 

liquor liability in an amount equal to the general/umbrella/excess liability coverage. If the 

general liability insurance covers liquor liability (e.g. host or other coverage), the Other 

Party’s agent or insurer should provide written documentation to confirm that coverage 

already applies to this agreement, contract or lease. If needed coverage is not included in the 

general/umbrella/excess liability policy (ies) must be endorsed to extend coverage for liquor 

liability, or a separate policy must be purchased to provide liquor liability coverage in the 

amount required. 

 

C. Owners Protective Liability Coverage 

For renovation or construction contracts, the Other Party shall provide for the Authority, an 

owner’s protective liability insurance policy (preferably through the Other Party’s insurer) in 

the name of the Authority. 

 

D. Contractor’s Equipment Coverage 

Contractor’s Equipment insurance is to be purchased to cover loss of equipment and 

machinery utilized in the performance of work by the Other Party. All risks coverage is 

preferred. 

 

9.7 Selection of Insurance Requirements 

Although the Authority enters into a wide variety of agreements, contracts, and leases each 

year, the majority of these are grouped into the following four general types for risk 

management purposes: 

 

 Type 1: Repair, Service, or supply 

Equipment repair, janitorial services, Above/Below Wing services, Food/Beverage & 

Retail services, electrical, plumbing, roofing, services, chemical supply, etc. 
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 Type 2:  Construction Projects 

Building construction or renovation, roads, sewers, etc. 

 

 Type 3: Professional Services 

Architects, engineers, or other consultants providing professional services. 

 

 Type 4: Property Leases  
Buildings, hangars, land, office space, etc. 

 

9.8 Insurance Selection Procedure 

The Purchasing Division shall assist the user department by interfacing with the Risk 

Manager in determining the Risk Management guidelines (verbiage and insurance coverages) 

to include in agreements, contracts and leases. Such Risk Management concerns are usually 

launched in the solicitation process. 

 

The user department shall supply to the Purchasing Division a brief narrative of the project 

scope, general work activities, and any special/possible Risk Management concerns peculiar 

to the project. 

 

The Purchasing Division shall create an inquiry to the Risk Manager using the project 

narrative provided by the user department; and may include samples of Risk Management 

guidelines established from similar previous projects. Included in such inquiries shall be the 

Risk Management verbiage and Insurance Sections from Special Terms and Conditions or 

Standard Forms of Contracts as they relate and a blank sample Certificate of Insurance.  

 

The Risk Manager shall review and advise the Purchasing Division by marking up the 

insurance sections sent to determine what the final verbiage, insurance types and coverages 

should be for the project; and graphically display such coverages on sample Certificate(s) of 

Insurance. Risk Management   shall   return the   entire section with or   without   changes to 

assure completeness of intention. 

 

The Purchasing Division will assure the inclusion of these project-specific guidelines from 

the Authority Risk Manager in the solicitation and/or in preparation of agreements, contracts, 

and leases. 

 

The Purchasing Division will provide post-award compliance. The awardee will be notified 

of the award and the compliance requirements to manifest itself in Certificate(s) of Insurance. 

Any deficiencies are to be discussed with the contractor by the Purchasing Division and the 

contractor shall take measures to have such deficiencies corrected; and, new Certificate(s) of 

Insurance will be sent to the Purchasing Division who will provide final  sign-off when fully 

compliant. 

 

9.9 Special Procedures 

 

Emergency Processing 

Typically, for small purchases/services needed on an (Emergency) basis, the Purchasing 

Division shall secure from the contractor certificate(s) of insurance on the coverages they 

currently carry. 
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Acceptable certificates shall show the Authority as certificate holder, additional insured, and 

a 30-day cancellation notice. The insurance companies shall have an A.M. Best's rating and 

financial size of at least A-, and shall be licensed, admitted and authorized to do business in 

the State of Florida. 

 

Ideally, the Risk Manager should review and advise the Purchasing Division the level of 

acceptability demonstrated by the certificates as applicable to the needs of the project. 

Deficiencies, if any, shall be discussed by the Purchasing Division with the Other Party and 

revised certificates should be provided. The Risk Manager should review the revised 

certificates until they are acceptable. 

 

In cases where time will not permit the Risk Manager to review of the certificates provided, 

then the Procurement Manager may perform the review in keeping with Selection of 

Insurance Requirements, including the Matrix. Corrective action on noted deficiencies shall 

be made by the Other Party until acceptable. 

 

The Procurement Manager shall, on a case-by-case basis, determine which of the above 

methods for review, revisions if necessary, and final acceptance of insurance certificates 

should occur.  
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SECTION 10-PROFESSIONAL SERVICES 

Professional Services shall mean any service performed by a professional. A professional is 

one performing any vocation requiring a four-year college degree as a prerequisite to 

licensing by the State of Florida. The four-year degree is not required to be in the field of 

study specifically related to the vocation in question. 

 

10.1 Definitions  

 

A. Professional Services: 
Services performed by an architect, engineer, landscape architect, surveyor, mapper, 

certified public accountant,  attorney, doctor,  financial advisor  or consultant, bond 

underwriter, and others. 

 

B. Consultants’ Competitive Negotiation Act: 
CCNA 

 

C. Compensation: 

The total amount paid by the Authority for professional services. 

 

D. User Department: 

The Authority Department, which initiates the project and/or uses the final product of the 

professional services work. 

 

E. Project: 

The work, activity, or task(s) described in a public notice. 

 

F. Continuing Contract: 

A contract for professional services entered into in accordance with all the procedures of 

the CCNA between an agency and a firm whereby the firm provides professional services 

to the agency for projects in which construction costs do not exceed $2 million, pursuant 

to Section 287.055 (2)(g) Florida Statutes, for study activity when the fee for such 

professional service does not exceed $200,000, pursuant to Section 287.055 (2)(g) Florida 

Statutes, or for work of a specified nature as outlined in the contract required by the 

agency, with no time limitation except that the contract must provide a termination clause. 

Firms providing professional services under continuing contracts shall not be required to 

bid against one another. 

 

G. Design-build Firm: 

A legal entity that is either state certified to contract through a general contractor or 

building contractor, or state certified to practice engineering, architecture, or landscape 

architecture. 

 

H. Design-build Contract: 

A single contract with a design-build firm for the design and construction of a public 

construction project. 

 

I. Design Criteria Package: 

Concise, performance-oriented drawings or specifications of the public construction 

project, in compliance with all federal, state and local laws, ordinances or codes, including 

such criteria as site legal description, site survey information, interior space requirements, 
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material quality standards, schematic layouts and project conceptual design criteria, cost 

or budget estimates, design and construction  standards,  site development requirements, 

provisions for utilities, storm water retention and disposal and parking requirements. 

 

J. Design Criteria Professional: 
A firm which holds a current certificate of registration under Chapter 481, Florida Statutes, 

to practice architecture or landscape architecture or a firm which holds a current certificate 

as a registered engineer under Chapter 471, Florida Statutes, to practice engineering and 

who is employed by or under contract to the Authority for the providing of professional 

architect, landscape architect, or engineering services in connection with the preparation 

of a design criteria package. 

 

K. Florida Department of Transportation: 
FDOT 

 

L. Local Agency Program: 

LAP 

 

M. Local Agency: 

A governmental body responsible for planning, design, right-of-way, acquisition, and 

construction. A Local Agency for the purpose of administering the LAP procedure can be 

a State or Federal Agency, City, Municipality, County or Transportation Authority 

 

10.2 Competitive Selection (CCNA) 

The acquisition of professional architectural, engineering, landscape architectural, or surveying 

and mapping services, as defined by the laws of the State of Florida; or those performed by any 

architect, professional engineer, landscape architect, or registered surveyor and mappers in 

connection with his or her professional employment or practice, are subject to the requirements 

of Section 287.055, Florida Statutes, Consultants’ Competitive Negotiation Act. 

 

The processing of contracts for CCNA professional services is under the jurisdiction of the 

Capital Improvements Department.  

 

10.3 CCNA Guidelines 

The guidelines listed below are established to ensure the Authority is in compliance with 

Section 287.055, Florida Statutes, the “Consultants’ Competitive Negotiation Act” (“CCNA”). 

Additionally, the guidelines are established for use by Authority staff in making 

recommendations to the MAA Board for contracting architects, landscape architects, 

professional engineers and registered surveyors and mappers for professional services required 

for Authority projects. 

 

A.   Establishes a procedure by which professional services of architects, professional 

engineers, landscape architects, and registered surveyors and mappers are to be acquired for 

jobs with the Authority. Provides that professional firms shall be chosen on quality of 

personnel, past performance, and ability to meet time requirements. 

 

B.   Requires the Authority to announce, in a uniform manner, each occasion when professional 

services are required for a project when the basic construction cost is estimated to be more than 

the threshold amount for CATEGORY FOUR of Section 287.017, Florida Statutes, or for a 

planning or study activity when the fee for professional services exceeds the threshold amount 
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provided in Section 287.017, Florida Statutes, for CATEGORY TWO. 
 

C.   Provides for competitive negotiations with no fewer than three (3) firms most qualified for 

the job and provides that the firm receiving the award of contract execute a truth-in-negotiation 

certificate for contracts with a fee in excess of the threshold amount for CATEGORY FOUR of 

Section 287.017, Florida Statutes. 

 

D.   Provides for alternate procedures in case of valid public emergencies. Prohibits the 

payment of contingent fees for such professional services and sets criminal penalties for 

violations. Provides special rules for design-build contracts. 

 

10.4 Prohibition Against Contingent Fees 

The Director of Capital Improvements shall be responsible for assuring that all contracts for 

professional services contain the required “prohibition against contingent fees” as contained in 

Section 287.055(6), Florida Statutes, of the CCNA. 

 

10.5 CCNA Procedures 

 

A.   Public Announcement and Qualifications 

The Authority shall publicly advertise and solicit proposals from those consultants in a 

uniform manner on each occasion when professional services are required for a project. The 

public notice shall include a general description of the project and shall indicate how, and 

the time within which, interested consultants may apply for consideration. 

 

B.   Selection Committee 

A Selection Committee shall be formed to evaluate all proposals. The Authority’s Project 

Manager shall propose the names of three to five Authority employees to serve on the Selection 

Committee based on their expertise in relation to the scope and execution of the project to be 

awarded. At least one of the employees should be from the using department. The remaining 

members shall consist of employees chosen from departments, to enhance the committee 

makeup. The Director of Capital Improvements shall be an actual or ex-officio member of all 

Selection Committees, and monitor all Committee activities and act as the committee Chair. 

 

C.   Selection Meetings 

All meetings of the Professional Services Committee shall be open to the public pursuant to 

Florida State Statutes. For each proposed project, the Professional Services Committee 

may conduct discussions with and may require public presentations by no less than three 

firms, regarding their qualifications, approach to the project, and ability to furnish the 

required services.  Prior to each selection process, the Professional Services Committee shall 

(on a project-by-project basis) determine the allotted time for the presentation, the mode 

and manner of presentation and any other matter relating to the presentation. The 

Professional Services Committee may restrict the nature of the submittals to control the 

costs of preparation including, but not limited to such matters as the size and number of 

pages, the use of color photographs or copies of photographs, use of computer 

enhancements, visual or imaging reproductions and any other expensive technology. 

 

Any questions regarding a project or a submittal shall be directed to the designated person in 

the Capital Improvements Department for a response. There shall not be any contact between 

a proposer and any member of the selection or negotiating committee or any member of the 

Authority regarding the project or proposal submitted by any proposer. Should any member 
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of the selection or negotiating committee initiate contact or fail to report any contact, such 

committee member may be subject to dismissal from the committee and disciplinary action. 

Any proposer contacting any committee member or member of the Authority regarding a 

submitted proposal is subject to sanctions up to and including having the Authority 

disqualify that firm’s submittal. 

 

A Conflict of Interest Form shall be filled out by each Committee member at the first meeting. 

Minutes of each Committee meeting, Conflict of Interest Forms, and scoring sheets shall be 

completed by the Capital Improvements Department. The Capital Improvements Department 

shall facilitate the meeting and make sure all legal requirements are met. 
 
D.   Scoring and Selection 

Recommended criteria for evaluation of proposals shall include: 

 

1.   Qualifications of personnel including sub-consultants 

 

a.   Number of technical staff, licensed staff and total number of staff in each office 

 

b.   Qualifications of technical staff 

 

c.   Education of staff 

 

d.   Experience of staff 

 

2.  Prior experience with projects of similar size and complexity 

 

a.   Description of similar projects 

 

 

b.   Complexity of similar projects 

 

c.   Contact name and telephone number for submitted similar projects 

 

3.   Availability of personnel 

 

a.   Current work load/staff participation 

 

b.   Organization of the team 

 

4.   Technical approach to perform the tasks described in the Scope of Services 

 

a.   Level of effort 

 

b.   Effectiveness of the technical approach to complete each phase of the project, maintain 

time schedules, and cost control. Whether the firm is a certified minority business enterprise 

as defined by the Florida Small and Minority Business. 

 

5.   Proximity of the nearest office to the project location 
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6.   Past record of performance for the Authority 

 

a.   Project name, dates, cost 

 

b.   Authority personnel assigned to the project 

 

7.   Financial Statements 
 

Any combination of the above criteria may be utilized depending on the scope of services. 
 

Each member of the Selection Committee shall assign preliminary scores to each firm after 

review of proposals and interviews, per the established criteria in the bid specifications. 
 

The Selection Committee has the option to meet to discuss their general impressions of the firms 

and finalize their scores. 

 

In the event of a tie score, award preference shall be given in the following order: 

 

1. Bidder has a drug free workplace program in conformance with Florida Statute Chapter 287. 

 

2. Local bidder’s office is located within the incorporated limits of the City of Melbourne. 

 

3. Bidder’s business office is located within Brevard County. 

 

4. Director of Capital Improvements public drawing of lots. 

 

The Capital Improvements Department is responsible for preparing recommendations of the 

top-ranked firm and of the preparation of the final contract documents. 

 

The Selection Committee should develop general guidelines for interview procedures for the 

short listed firms. Interviews and/or presentations shall be optional, as determined by the 

Selection Committee. 
 

It is within the discretion of the Director of Capital Improvements to determine whether to 

require presentations from the proposers or merely to review the proposals without 

presentations. Regardless of the method of review selected, following due consideration the 

Committee shall total the individual committee member scores for each firm to determine the 

most highly qualified firm to perform the required services. 
 

E.   Post Selection Evaluation 

During and/or at the end of a specific contract, the Capital Improvement Department and any 

other departments involved in the contract shall evaluate the ongoing and past performances of 

firms providing professional services to the Authority. 
 

Criteria used in the evaluation process at the end of a specific contract should include, but need 

not be limited to, design quality, ability to meet budget and schedule, constructability of the 

design, and such other factors as may be determined to be applicable. 
 

Results of this consultant evaluation process will be used in future competitive selections of 

consultants for subsequent work. Consultants have the right to inspect their evaluation and 

request clarification. 
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F.   Less Than Three (3) Firms 

In the event less than three (3) firms express an interest in a project or less than three (3) firms 

are deemed qualified by the Committee, then the Executive Director shall make a determination 

as to whether to proceed with the lesser number of firms. If the decision is to re-advertise, and 

after subsequent advertisement, three (3) firms still cannot be qualified, then the Authority shall 

proceed hereunder with the firms qualified. 

 

10.6 Emergency Contract Negotiation 

For projects identified and certified as valid public emergencies by the Authority using its best 

efforts and judgment shall select the three  (3)  most qualified firms unless the urgency of the 

situation require that one firm be engaged immediately, from the list maintained by the 

Authority or obtained by other means. The appropriate department shall then select and 

negotiate with the most qualified firms considering the nature and extent of the emergency. At 

the earliest, practical time, the appropriate Department shall present to the MAA Board an 

agenda item ratifying the selection of the firm selected during the emergency. The agenda item 

shall sufficiently apprise the MAA Board of the nature of the emergency and the reason why 

the normal selection procedure was not followed. 

 

10.7 Competitive Selection Using Federal-Aid Funds 

Procurement of Professional Services using federal-aid funds must be administered through the 

Florida Department of Transportation (FDOT) Local Agency Program (LAP). These projects 

must comply with procedure in the FDOT "Local Agency Program Manual-Professional 

Services Contract, Selection & Award", Consultants Competitive Negotiations Act (Section 

287.055, Florida Statutes), Federal Brooks Act (40 USC 1101-1104), Title 23 CFR 172 and 

other applicable federal and state regulations. The Local Agency (Authority) shall comply with 

the FDOT "Local Agency Program (LAP) Critical Requirements Checklist for Professional 

Services Certification" (Form 525-010-048). A copy of the LAP Critical Requirements 

Checklist is available at: www.dot.state.fl.us/projectmanagementoffice/LAP/LapForms.shtm. 

 

10.8 Competitive Selection (Non-CCNA) for Design-Build Contracts 

Except as provided herein, these Policies and Procedures are not applicable to the procurement 

of design-build contracts, which shall be awarded in accordance with the Florida Statutes, 

procurement laws, rules, and ordinances of the City of Melbourne. 

 

The following rules shall apply to the award of design-build contracts: 

 

A.   If the Director of Capital Improvements determines that a design-build contract is the 

appropriate method of procurement for any construction project, a design criteria package for 

the design and construction of the project shall be prepared and sealed by a design criteria 

professional either employed or retained by the Authority. 

 

B.  A design criteria professional who has been selected to prepare the design criteria package 

shall not be eligible to render services under a design-build contract executed pursuant to the 

design criteria package. 

 

C.   The Director of Capital Improvements or their designee shall establish criteria, procedures, 

and standards for the evaluation of design-build contract proposals or bids, based on price, and 

technical and design aspects of the construction project, weighted for the project. 

  

http://www.dot.state.fl.us/projectmanagementoffice/LAP/LapForms.shtm
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D.   For each public construction project involving the award of a design-build contract, the 

Professional Services Committee shall select no fewer than three (3) design-build firms as the 

most qualified, based on the qualifications, availability, and past work of the firms, including the 

partners and members thereof. The Authority shall then solicit competitive proposals pursuant to 

the prepared design criteria package from those design-build firms that have been determined to 

be the most qualified for the public construction project under consideration. 

 

E.   The Director of Capital Improvements or their designee shall evaluate the proposals or bids 

in consultation with the staff or retained criteria professional and the Committee for that project. 

The Director of Capital Improvements shall recommend to the MAA Board the highest weighted 

scored firm to perform the requested services. 

 

F.   The award of the design-build contract shall be based upon the evaluation criteria established 

by the Authority for the construction project under consideration. The design build contract shall 

provide for the Authority’s supervision or approval of the detailed working drawings of the 

project, and for the design-criteria professional’s evaluation of the compliance of project 

construction with the design criteria package. 

 

G.  In the case of valid public emergency, the Executive Director may declare an emergency, 

suspend the procedures specified herein, and authorize negotiations of a design-build contract 

with the best-qualified design-build firm available at that time. 

 

10.9 Other Competitive Selection (Non-CCNA) 

The competitive selection procedures defined herein shall not necessarily be applicable for 

professional services not required to be procured under the CCNA, except as otherwise stated 

herein. 

 

Professional Services contracts for a project of which the basic construction cost is estimated by 

the Authority to be not in excess of the threshold amount provided in Section 287.017, Florida 

Statutes, for CATEGORY FIVE or for a planning or study activity when the fee for professional 

services is not in excess of the threshold amount provided in Section 287.017, Florida Statutes, 

for CATEGORY TWO are not required to be awarded under the provision of the CCNA. 

 

A.   Continuing Contracts Permitted. Nothing in these Policies and Procedures shall be 

construed to prohibit a continuing contract between a firm and the Authority that comply with 

the CCNA. 

 

B.   Consideration of Costs or Compensation. Any costs or compensation to any firm may 

be considered only during competitive negotiations. Such negotiations shall not occur until after 

the most qualified firms have been selected by the Committee and the ranking approved by the 

MAA Board. 

 

C.   Committee Recommendation to the MAA Board. The Committee shall select the most 

highly qualified firm to perform the required services and forward its recommendation to the 

Director of Capital Improvements.  The Director of Capital Improvements will present to MAA 

Board for their approval to negotiate. 

 

D.   Competitive Contract Negotiations. The negotiation committee as mentioned herein shall 

attempt to negotiate a contract with the most qualified firm. Should the negotiation committee 

be unable to negotiate a satisfactory contract with the firm considered the most qualified at a 
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price the Authority determines to be fair, competitive and reasonable, negotiations with the firm 

shall be formally terminated by the negotiation committee. The negotiation committee shall then 

undertake negotiations with the second most qualified firm. Failing accord with the second most 

qualified firm, the negotiation committee shall terminate negotiations. The negotiation 

committee shall then undertake negotiations with the third most qualified firm. Should the 

negotiation committee be unable to negotiate a satisfactory contract with any of the selected 

firms, the Committee shall select and advertise for additional firms and rank them in the order 

of their competence and qualifications, and negotiations will continue in accordance with these 

Policies and Procedures until an agreement is reached. 

 

E.   Agreement Approval. After an agreement is reached, the Capital Improvements 

Department shall prepare an agenda item recommending that the MAA Board approve the 

agreement. If the MAA Board approves the agreement, the agreement will be executed by all 

parties. If the MAA Board rejects the agreement, the MAA Board shall not divulge what price 

is acceptable to it but may direct the negotiating committee to renegotiate with the firm. If a new 

agreement is reached, it shall be presented to the MAA Board for approval. If the MAA Board 

approves the agreement, a contract shall be provided and executed by all parties. If an agreement 

is not reached after the second round of negotiations with the firm, again, without the MAA 

Board divulging an acceptable price, the MAA Board shall instruct the negotiating committee 

to begin negotiation with the second ranked firm following these procedures until a contract is 

executed or if an agreement cannot be reached to negotiate with the third ranked firm. 

 

10.10 Truth-in-Negotiations 

For any lump sum or cost-plus-a-fixed-fee professional service contract over the threshold 

amount provided in Section 287.017, Florida Statutes, for CATEGORY FOUR, the Director of 

Capital Improvements shall require the firm receiving the award to execute a truth-in-

negotiation certificate stating that wage rates and other factual unit costs supporting the 

compensation are accurate, complete and current at the time of contracting. Any professional 

service under which such a certificate is required shall contain a provision that the original 

contract price and any additions thereto shall be adjusted to exclude any significant sums by 

which the Director of Capital Improvements determines the contract price was increased due to 

inaccurate, incomplete, or non-current wage rates and other factual unit costs. All such contract 

adjustments shall be made within one (1) year following the end of the contract. 

 

10.11 Non-Competitive Selection 

The following professional contractual services and commodities are not subject to the 

competitive-solicitation requirement, as defined in Florida Statutes 287.057: 
 

 Artistic services 

 Lectures by individuals 

 Legal services (attorney, paralegal, expert witness, appraisal, or mediator) 

 Health services (examination, diagnosis, treatment, prevention, consultation, etc.) 

 Prevention services related to mental health 

 Training and education services provided to injured employees 

 Services or commodities provided by governmental agencies 

 

In these situations, Authority staff must make the selection and award based on demonstrated 

competence and qualifications for performing the services for a fair and reasonable price. 
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The professional fees under the contract must be consistent with the recommended practices and 

fees published by the applicable professional associations and may not exceed any maximum 

provided by law. 

 

10.12 Other Non-Competitive Selection 

The Authority authorizes other categories of exempt purchases. Purchases from other 

governments, some auctions, and going-out-of-business sales, and other professional purchases 

are exempt from competitive bidding requirements: 
 

 Land or right-of-way 

     Items for which competition is precluded because of the existence of patents, 

copyrights, secret processes, or monopolies 

 Films, manuscripts, or books 

 Electric power, gas, water, and other utility services 

     Work performed under a contract for community and economic development 

designed to reasonably increase participation by historically underutilized businesses in 

public contract awards by establishing a contract percentage goal for those businesses 

     The renewal or extension of a lease or of an equipment maintenance agreement, if 

the lease or agreement has gone through the competitive bidding procedure within the 

preceding year; the renewal or extension does not exceed one year; and the renewal or 

extension is the first renewal or extension of the lease or agreement 

 

Due to the highly specialized nature of selecting outside counsel to represent the Authority and 

the selection of expert witnesses and consultants to either testify or assist in litigation, these 

services will not be required to follow competitive procedures. Nevertheless, in selecting outside 

counsel and other litigation experts, the Authority should be mindful of the costs involved and 

should strive to select those firms and individuals who are the most qualified and who can 

provide the services to the Authority at the lowest cost. 

 

10.13 Competitive Exempted Selection 

Some of the areas not mentioned in the Florida Statute that state courts have ruled as excused 

contracts under the professional and personal exemption include: 

 

 Preparing tax rolls/reports/statements, inventory and proof rolls 

 The coordination of investigation of crimes 

 Services of a construction manager 

 Services of a third-party administrator of insurance benefits 

 Employment of an auditor, with exception of financial auditor 

 Plat books and abstracts 

 

Except for those professions specifically covered in Florida Statutes 287.057, the Authority can 

request competitive bids for professional services if it believes it is in its best interest. At times, 

Authority officials must decide whether a contract is for professional or personal services. 

 

10.14 Day Work 

Any work performed and paid for by the day is exempt from the competitive bidding process, 

with the stipulation that no individual be compensated under this subsection for more than 20 

working days in any three-month period. 
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10.15 Emergencies 

In the event of bona fide public emergencies declared by the MAA Board, compliance with 

some or all of the provisions of this procedure or Section 287.055, the Executive Director may 

waive Florida Statutes. 

 

10.16 Inconsistency with Florida Statutes Section 287.055 Procurement of Personal 

Property and Services 

To the extent of any inconsistency between these regulations and Section 287.055 Procurement 

of Personal Property and Services, Florida Statutes, the provisions of the Florida Statutes shall 

prevail. 
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SECTION 11-CAPITAL IMPROVEMENT AND/OR CONSTRUCTION CONTRACTS 

FUNDED BY GRANTS OR PASSENGER FACILITY CHARGES 

 

The solicitation and award of contracts involving construction and improvements shall be 

administered by the Purchasing Division working closely with the Authority Capital 

Improvements Department. 

 

In order to fund Capital Improvement/Construction Projects, the Authority often enters into 

grant agreements with federal and state governmental agencies and/or receives approval to 

collect Passenger Facility Charges (PFC). 

 

The Authority must comply with all legal requirements mandated by each contributing agency. 

This requires compliance with agency guidelines and requirements, which may not be addressed 

in this manual. 

 

All purchases or contracts funded with other governmental funding or PFCs will be presented 

to the MAA Board for approval, regardless of the total purchase or contract value. 
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SECTION 12-SURPLUS PROPERTY 

 

Surplus property is any Authority property that is no longer needed or useable by a using 

department of the Authority. The disposition of surplus property is under the authority of the 

Procurement Manager.   

 

The disposition of confiscated, lost, and found property is under the authority of the Airport 

Police Department. 

 

12.1 Definitions 

 

A. Surplus Property:  
Authority owned property that has reached the end of its useful life or has become obsolete in 

Authority service to a using department. 

 

B. Confiscated Property (Forfeiture):  

Private property seized by the Police Department and subsequently titled over to the Authority. 

 

C. Lost & Found Property:  

Private property located by or turned in to the Police Department for custodial safekeeping until 

the owner is located or until a time deadline expires. 

 

D. Real Property: 
Land, such as an easement, titled in the name of the Authority. 

 

E. Scrap: 

Damaged, spent, or otherwise unusable equipment, parts, or materials whose only value lies in 

recycling of its component parts or materials. 

 

F. Salvage:  

Property, which is so worn, damaged, or obsolete that it has no value for the purpose for which 

it was originally intended. 

 

12.2 Methods of Disposal 

 

A. Transfer:  

The preferred method of disposition whereby a surplus item is transferred to another using 

Authority department or to another governmental entity. 

 

B. Trade-in:  

Property declared as surplus may be offered as a trade-in for credit toward the acquisition of 

new property. 

 

C. Direct Sale to Public: 
Direct sale to the public via, but not limited to, public auction, internet auction, or competitive 

bids. 

 

D. Donation: 
Surplus property of value given to a civic or charitable organization. 
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E. Destruction: 
Surplus or salvage property, which is unusable and determined to have no commercial value or 

property for which the cost of sale would exceed expected return, may be destroyed or 

abandoned. 

 

12.3 Procedure for Surplusing Property 
Each department will report its surplus or obsolete stock, equipment, or commodities to the 

Purchasing Division by completing a multi-part Property Disposition Form.  

 

The Purchasing Division will take necessary action to determine if there is a need for the surplus 

item(s), which have not been requested by Authority departments or Departments, or by other 

governmental entities. 
 

Upon receipt of completed forms in the Purchasing Division, the property listed will be assessed 

to determine where storage should take place. Items may need to remain in place pending sale 

or removal by outside Authority buyer or vendor. 
 

12.4 Procedure for Sale of Materials 

Generally, all surplus items are disposed of via public auction, through use of an Internet 

auction site, solicited bid, or through a contracted auctioneer. Confiscated, and lost and 

found property may also be disposed of via public auction, either through Police 

Department action (Law Enforcement Trust Fund (LETF) only) or through the Purchasing 

Division. Note: Authority employees who desire to purchase surplus item(s) must do 

so via one of the public auction methods. 
 

Unless otherwise requested by Authority Department Director, surplus items will be sold “as 

is, where is” to the highest bidder. 
 

All sales by public auction will be processed and supervised by the Purchasing Division. 

The Authority currently contracts with an Internet auction site. All sales by public auction 

shall be final at time of sale. Sealed bid sales are final upon acceptance by the Procurement 

Manager, Executive Director, or MAA Board. 
 

Should attempts to sell surplus or scrap items fail, the Procurement Manager may (at 

his/her discretion), declare the items as salvage and authorize their discard or destruction. 
 

Documentation of items for salvage status must be prepared by Purchasing staff and signed by 

the Procurement Manager, and attached to the Property Disposition Form for each item or lot of 

items. 

 

Purchasing staff will complete a Property Disposition Form and send to Authority Accounting 

Department. Buyer pays a third-party contracted auctioneer. Buyer will present “Buyer’s 

Certificate” and Government-issued Identification to the designated Authority individual at the 

designated site for pickup of item(s). 
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12.5 Auction Sales 

 

A. Using Department 

The using department is responsible to notify the Purchasing Division, in advance, of the 

surplus equipment to be transferred.  The using department is also responsible to: 

 

1. Transport or arrange for transportation of item(s) to the designated location. 

 

2. Prepare Property Disposition Form for all transferred items. 

 

B. Purchasing 

The Purchasing Division shall have overall responsibility for coordinating the efforts of 

Authority staff. Purchasing staff shall: 

 

1. Advise all departments of the availability of the surplus equipment. 

 

2. Release the equipment to any user department based on the greatest need. 

 

3. Take photographs of surplus items to be sold. 

 

4. Prepare description of surplus items and post on Internet auction site. 

 

5. Coordinate with successful bidder for pickup of sold items. 

 

C. Operations Department 

The Operations Department is responsible to: 

 

1. Provide or arrange for pickup of departmental item(s) designated site. 

 

2.    Submit a preliminary list of vehicles and equipment (having clear title and ready for sale 

on Internet auction to the Purchasing Division. 

 

3. Remove decals, peripheral equipment, or tax exempt tags from the auction vehicles. 

 

4.    Transport the vehicle(s) to a designated location, leave all applicable keys, and note any 

known mechanical deficiencies. Transport shall include towing for all vehicles not able to 

move under their own power (ex. inoperable cars, trailers, boats, etc.) 

 

5.    Complete, sign, and submit to Purchasing, a Property Disposition Form for each vehicle 

(titled to the City of Melbourne Airport Authority) to be surplused for sale. NOTE: Vehicles 

must be titled to be sold. 

 

6. Provide qualified personnel with jumper cables to assist vehicle and equipment startup. 

 

D. Police  Department 

  The Police Department is responsible to: 

 

1. Provide general interior/exterior cleanup of vehicle prior to release. 
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2.   Contact the appropriate wrecker service to transport confiscated or lost and found 

vehicles or equipment to a pre-designated storage area. 

 

3.   Complete, sign, and submit to Purchasing, a Property Disposition Form and either a 

Summary Final Judgment or Default Final Order of Forfeiture for each vehicle (titled to the 

City of Melbourne Airport Authority) to be surplused for sale. NOTE: Vehicles must be 

titled to be sold. 

 

12.6 Scrap Sales 

Purchasing staff will contact the current vendor and arrange for pickup of scrap (metal, tires, 

etc.). An Authority employee may accompany the vendor to the scrap area and monitor the 

pickup. Following disposal at a scrap site, the vendor will provide a receipt ticket with scrap 

weight, unit cost, and yield cost, along with payment check. Pickups are Monday through Friday 

during normal work hours. 

 

12.7 Donation 

Occasionally, it may be practical to donate rather than sell an item(s) to another using agency 

or non-profit organization. The Executive Director shall have the authority to approve 

donations of miscellaneous surplus property to such organizations. No Department Director 

shall donate Authority property to any individual or agency, either public or private, 

without Executive Director Approval. 

 

12.8 Destruction 

Property which is unusable and determined to have no commercial value or property, for 

which the cost of sale would exceed expected returns, may be destroyed or abandoned. A 

Property Disposition Form is required for destruction with adequate documentation. 

 

12.9 Real Property 

Real property inventory shall be maintained by the Finance and Administration Department.  

 

Interest in real property that is titled in the name of the Authority may be authorized to be 

conveyed, leased, or transferred by the MAA Board, upon the  approval of the FAA, MAA 

Board, and the City of Melbourne, as applicable.   

 

All dispositions of real property shall be coordinated with the FAA, Authority Attorney, and the 

Finance & Administration Department to ensure adequate legal review and proper recording 

and accounting for the transaction. 

 

Real property may be declared as surplus and offered for sale by competitive bid if over $5,000 

in value. Following Department Director review and FAA, MAA Board, and City of Melbourne 

approval for sale of said property, the Procurement Manager shall: 

 

1. Obtain an appraisal. 

 

2. Obtain a survey and/or title search (when authorized). 

 

3. Prepare formal bid solicitation. 

 

4. Evaluate bids and make recommendation for sale to the highest bidder. 
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The City Attorney will provide the resolution approving the sale and authorizing the Executive 

Director to execute the necessary documents and take the necessary action to complete the sale. 

 

Upon award of the bid by the MAA Board, Authority and City staff shall take the necessary 

steps to complete the sale transaction. 

 

Once the sale is complete, the sale proceeds and the closing documents shall be sent directly to 

the Finance and Administration Department to properly deposit the funds and record the 

transaction. 
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SECTION 13-VENDOR RELATIONS 

 

13.1 Vendor Relations 

 

Introduction   

The Authority strives to develop effective relationships with vendors and encourages full and 

open competition wherever possible. The Authority also endeavors to maintain strong enduring 

relationships with vendors of proven ability and desire to meet our needs. To accomplish this, 

our purchasing activities will be conducted so that vendors will value our business and make 

every effort to furnish our requirements based on quality, service, and price. The relationship 

between the purchaser and seller is one of mutuality. 

 

The Authority will buy only from suppliers who have adequate financial strength, high ethical 

standards, and a record of adhering to specifications, maintaining shipping promises, and giving 

full measure of services. New sources of supply will be given due consideration as multiple 

sources of supply are necessary to ensure availability to materials and promote competition. 

 

It is essential to develop and maintain goodwill between the Authority and its suppliers. The 

reputation of the Authority can be promoted by: 

 

1.   Giving all salespersons a full, fair, prompt, and courteous hearing. 

 

2.   Keeping competition open and fair. 
 

3.   Keeping specifications fair and clear. 
 

4.   Cooperating with seller; considering difficulties in providing the service or products. 
 

5.   Having consistent buying policies and principles. 
 

6.   Observing strict truthfulness in all transactions and in correspondence. 
 

7.   Respecting salesperson or company confidential information. 
 

8.   Keeping free from obligation to any vendor. 

 

Department Contact with Vendors   

In the day-to-day conduct of their duties, departmental employees are often in contact with 

potential vendors and suppliers. While it is sometimes desirable for employees to be in a 

position to recommend certain products, no department shall attempt to place orders with 

vendors, except as described in this manual. 

 

13.2 Code of Ethics and Conduct 

It is the policy of the Purchasing Division to promote the Authority’s reputation for courtesy, 

fairness, and impartiality. The responsibility for achieving this goal rests with each individual who 

participates in the procurement process. This includes the using agencies, the vendors, as well as the 

Purchasing staff. The Purchasing Division adheres to a high standard of ethics and conduct as set 

forth by the State of Florida Statutes, the National Institute of Governmental Purchasing (NIGP), 

and the Florida Association of Public Procurement Officials (FAPPO). 
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Public purchasing officers are required to maintain complete independence and impartiality in 

dealings with vendors, both in fact and in appearance, in order to preserve the integrity of the 

competitive process and to ensure there is public confidence that contracts are awarded equitably 

and economically. 

 

The following are excerpts from Chapter 112, Part III, Florida Statutes, Code of Ethics for Public 

Officers and Employees: 

 

A. Solicitation or Acceptance of Gifts - Section 112.31(2) 

No public officer, employee of an agency, or candidate for nomination or election, shall solicit 

or accept anything of value to the recipient, including a gift, loan, reward, promise of future 

employment, favor, or service, based upon any understanding that the vote, official action, or 

judgment of the public officer, employee, or candidate would be influenced thereby. 

 

B. Doing Business with One’s Agency – Section 112.313(2) 

No employee of an agency acting in his official capacity as a purchasing agent, or public officer 

acting in his official capacity, shall either directly or indirectly purchase, rent, or lease any 

realty, goods, or services for his own agency from any business entity of which he or his spouse 

or child is an officer, partner, director, or proprietor or in which such officer or employee or 

his spouse or child, or any combination of them, has a material interest, or shall a public officer 

or employee, acting in a private capacity, rent, lease, or sell any realty, goods, or services to 

his own agency, if he is a state officer or employee, or to any political subDepartment or any 

agency thereof, if he is serving as an officer or employee of that political subDepartment. 

 

C. Unauthorized Compensation - Section 112.313(4) 

No public officer or employee of an agency or his spouse or minor child shall, at any time, 

accept any compensation, payment, or thing of value when such public officer or employee 

knows, or with the exercise of reasonable care, should know, that it was given to influence a 

vote or other action in which the officer or employee was expected to participate in his official 

capacity. 

 

 

D. Conflicting Employment or Contractual Relationship – Section 112.313(7) 

No public officer or employee of an agency shall have or hold any employment or contractual 

relationship with any business entity or any agency which is subject to the regulation of, or 

is doing business with, an agency of which he is an officer or employee, excluding those 

organizations and their officers who, when acting in their official capacity, enter into or 

negotiate a collective bargaining contract with the State or any municipality, City, or other 

political subDepartment of the State; nor shall an officer or employee of an agency have or 

hold any employment or contractual relationship that will create a continuing or frequently 

recurring conflict between his private interests and the performance of his public duties or 

that would impede the full and faithful discharge of his public duties. 

 

In order to avoid the possibility of any misunderstandings regarding compliance with the law and 

regarding any appearance of impropriety relative to the competitive process for awarding contracts, 

it is respectfully requested that purchasing staff not accept anything of value offered from vendors. 
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E. Conflict of Interest 

State Statute, Chapter 38-305 defines conflict of interest as: 
 

Any public officer or employee of a public agency who has, or whose relative has, a substantial 

interest in any contract, sale, purchase or service to such public agency shall make known 

that interest in the official records of such public agency and shall refrain from voting upon 

or otherwise participating in any manner as an officer or employee in such contract, sale 

or purchase. 
 

The mere employment of an individual simultaneously by the Authority and an outside company 

that has a direct or indirect business relationship with the Authority, in itself established no conflict 

of interest. A conflict of interest would arise if actions by such an individual as an Authority 

employee conferred a direct or indirect benefit on the private business which also employed the 

Authority employee or in which the employee has a financial interest. 
 

The law provides that when a potential for a conflict of interest arises, the Authority employee with 

the potential conflict make his interest known to the Authority and refrain from taking any actions 

on the matter creating the potential for a conflict of interest. 
 

When a potential for a conflict of interest arises, the Authority employee must either (a) provide 

written notification to the Executive Director identifying what relationship exists that could be 

classified as a potential for a conflict of interest; or (b) provide the same information during a MAA 

Board meeting so it can be recorded in the official minutes of the meeting. 
 

F. Ethical Considerations 
In any consideration of public responsibilities, there must be understanding and agreement with 

reference to the ethics of public purchasing. These concepts are expressed by the Florida Association 

of Public Purchasing Officers, Inc., Code of Ethics, which obligates every procurement official to 

an unquestionable standard of ethics and conduct. 

 

13.3 Complaints Against Vendors 

All complaints concerning vendor performance shall be directed to the Procurement Manager in the 

Purchasing Division. The Procurement Manager will investigate any charges against a vendor and 

shall take whatever action is warranted to correct the problem.  An example of a performance 

complaint is failure to deliver goods and/or services as outlined in an Invitation to Bid/RFP/RFQ. 

Appropriate action might be cancellation of bid award, liquidated damages, or some other punitive 

damages. 

 

13.4 Debarment of Vendors 

Florida Statute 287.42 allows for the removal from a vendor list, any source of supply, which fails 

to fulfill any of its duties, specified in a contract. The Authority may reinstate a supply source when 

satisfied that further instances of default will not occur. 

 

A. Debarment  Procedure 

After reasonable notice to a vendor of continued performance issues or other uncorrected problem 

areas, the Procurement Manager, after consulting with the Authority Attorney, is authorized to debar 

a vendor for cause from consideration for award of contracts, for a period of not more than three (3) 

years.  Causes for debarment include: 
 

1.   Conviction of a criminal offense as an incident to obtaining or attempting to obtain a public 

or private contract.  
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2.   Conviction under State or federal statutes of any offense indicating a lack of business 

integrity or business honesty. Examples include:  embezzlement, theft, forgery, bribery, 

collusion, and other public entity crimes as stated in Florida Statute 287.133. 

 

3.   Conviction under State or federal antitrust statutes arising out of the submission of bids or 

proposals. 

 

4.   Violation of contract provision of sufficient seriousness that the Procurement Manager, with 

approval of the Financial Services Director and Authority Attorney, considers debarment 

appropriate. This would include failure to perform or unsatisfactory performance of a contract 

or bid. 

 

5.   Any other cause that the Procurement Manager determines to be so serious as to affect 

responsibility as a contractor to the Authority. 

 

6.   The Procurement Manager will notify any vendor being debarred in writing. All reasons for 

the action taken will be explained.  The decision to debar the vendor is final unless otherwise 

overridden by the Executive Director. 

 

B. Reinstatement 

A person or corporation may be reinstated to do business with the Authority under the following 

conditions: 

 

1. Discovery of new and material evidence not previously available 

 

2. Dismissal of indictment or reversal of conviction, or 

 

3. Bona Fide ownership/management change sufficient to justify present responsibility. 

 

The request of reinstatement shall be forwarded in writing to the Procurement Manager. The 

Executive Director shall determine whether to reinstate based on written submission of evidence to 

one or more of the above conditions. 
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EXHIBIT 1-GLOSSARY 

 

This glossary lists terms often used in contracting; it is not intended to apply to the entire field 

of public procurement. Additional terms can be found in the publications listed at the end of 

the Subject Index, and other sources. 

Acceptance – The assumption of a legal obligation by a party to a contract and the terms and 

conditions of that contract. 

Acknowledgement – A form used by a vendor to advise a purchaser that an order has been 

received, and usually implies acceptance. 

Addendum – A change, addition, alteration, correction, or revision to a bid document.  

Advertising – A form of public notice of an intended purchase. See “Public Notice.”  

Agreement – A duly executed and legally binding contract. 

Alternate Bid – A bid submitted in knowing variance from the specifications, terms, condition, 

or provisions of the solicitation. The Authority reserves the right to determine acceptance of 

proposed equivalent or equal items. 

Amendment – A revision or change to a document, often used to correct a contract or to add 

additional scope of work to change an existing contact. 

Appropriation – A legislative authorization to expend public funds for a specific purpose. 

Money set apart for specific use. 

As Is – Term indicating that goods offered for sale are without warranty or guarantee and that 

the purchaser takes the goods at his own risk without recourse against the seller for the 

condition or performance of the goods. 

Assignment – The legal transfer of a claim, right, interest, or property. 

Assignee – The grantee, or recipient, of an assignment. 

Assignor – A person who makes an assignment. 

Award – Procurement Manager, Executive Director, or MAA Board’s approval of a bid or a 

proposal. 

Best and Final Offer – The rationale granting a purchasing official discretion in taking action 

to allow all qualified bidders participating in a competitive bid process to provide a sealed best 

and final offer. 

Best Interest of the Authority – The rationale granting a purchasing official discretion in 

taking action most advantageous to the Authority when it is impossible to interpret adequately 

a specific response by law or regulation. 

Bid – A competitive price offer made by an intended seller, normally by written notice, offered 

as a result of a formal invitation to prospective vendors. 

Bid Acceptance – The unconditional receipt of the bid at the designated bid location within 

the timeframe and conditions set in the bid document. Any alterations to the bidder’s offer after 

the close of the bid or any deviations from the conditions set in the bid document may result in 

the rejection and removal of the bid. 

Bid Bond – An insurance agreement in which a third party agrees to be liable to pay a certain 

amount of money in the event that a selected bidder fails to accept the contract as bid. 

Bid Deposit – Certified check, cashier’s check, bank money order, bank draft of any national 

or State bank, surety bond or cash deposited with and as instructed by the prospective purchaser 

to guarantee the bidder will, if selected, accept the contract in accordance with the bid. If the 

bidder does not accept the contract, he forfeits the amount of deposit. 

Bid Evaluation – The approach for selection of the bid award, which shall be based on the 

requirements set forth in the bid documents. The evaluation may include criteria to determine 

acceptability such as inspections, testing, quality, workmanship, delivery and suitability for a 
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particular purpose and to existing systems and equipment. It may also be based on total and 

life cycle costs as well as freight, set-up, or installation charges. 

Bid Opening – The process of opening and reading bids conducted at the time and place 

specified in the Invitation for Bid, and/or advertisement, and in the presence of all who wish to 

attend. 

Bid Sample – A sample required of a bidder for examination, comparison, testing, and 

evaluation by the perspective purchaser. 

Bid Security – Any form of guarantee submitted with a bid to ensure that the bidder will enter 

into a contract if awarded.  Synonymous with Bid Bond and Bid Deposit. 

Bidder – Any person submitting a competitive bid in response to a solicitation. 

Bidders List – A vendors list maintained by data management software setting out the names 

and addresses of suppliers from whom bids, proposals and quotations can be solicited. 

Blanket Order – A type of purchase order under which a purchaser contracts with a vendor to 

provide the purchaser’s requirements for an item(s) or service on an as-required and over-the- 

counter basis. Properly prepared, such an arrangement sets a limit on the period of time it is 

valid and the maximum amount of money that can be spent at one time or within a specified 

period of time. 

Boilerplate – Colloquial designation for standard terms and conditions, usually preprinted, 

incorporated in all Invitation for Bids, Request for Proposals or a contract or purchase order. 

Brand Name – A product name that serves to identify a product of a particular manufacturer, 

a trade name. 

Brand Name Specification – A specification that cites the brand name, model number or some 

other designation that identifies a specific product to be offered exclusive of others. 

Brand Name or Equal Specification – A specification that cites brand names, model numbers, 

or other identifications as representing quality and performance called for, and inviting bids on 

comparable items or products of any manufacturer. 

Breach of Contract – A failure without legal excuse, to perform any promise that forms a 

whole or part of a contract. 

Breach of Warranty – An infraction of an expressed or implied agreement as to the title, 

quality, content, or condition of a product sold. 

Bulk Purchasing – Purchasing in large quantities to seek a lower price per unit i.e., volume 

purchasing. 

Buyer – A purchaser who buys goods or services from a vendor in a transaction. 

Calendar Day – Every day shown on the calendar, Saturdays, Sundays, and holidays included. 

Cash Discount – A discount from a bill if payment is made within a designated period. 

Caveat Emptor – “Let the buyer beware.” A maxim stating the buyer should be careful in 

making a purchase because the burden of defective goods rests with him. In contracts, the seller 

can be held responsible for certain defects by means of suitable specifications, warranties and 

contractual terms and conditions. 

Centralization of Purchasing – A system of purchasing in which authority, responsibility, 

and control of activities is concentrated in one administrative unit. (See Decentralized 

Purchasing) 

Certificate of Non-Collusion – A statement signed by a bidder and submitted with its bid 

affirming that its bid is made freely, independently and without consultation with any other 

bidder. 

Change Order – A written order that affects a change to the original contract or purchase order 

related to increase or decrease in quantities or additional materials. 

Code of Ethics – The rules or standards governing the conduct of the members of a profession.  

Collusion – A secret agreement or cooperation between two or more persons to accomplish a 

fraudulent, deceitful, or unlawful purpose. 
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Collusive Bidding – The response to bid invitations by two or more vendors who have secretly 

agreed to circumvent laws and rules regarding independent and competitive bidding. 

Commodity – An article of trade, a movable article of value, something that is bought or sold; 

any movable or tangible thing that is produced or used as the subject of barter or sale. 

Commodity Code – A system of words and numbers designed to identify and list commodities 

or services by classes and subclasses. 

Compensation - The amount paid by the agency for goods or services regardless of whether 

stated as compensation or stated as hourly rates, overhead rates, or other figures or formulas 

from which compensation can be calculated. 

Competition – The process by which two or more vendors vie to secure the business of a 

purchaser by offering the most favorable terms as to price, quality, delivery and /or service. 

Competitive Bidding – The submission of prices by individuals or firms competing for a 

contract, privilege, or right to supply merchandise or services. 

Competitive Sealed Bid - A bid submitted in a sealed envelope to prevent disclosure of its 

contents before the deadline for the receipt of all bids. 

Competitive Sealed Proposal – A proposal submitted in a sealed envelope to prevent 

disclosure of its contents before the deadline for the receipt of proposals. 

Competitive Solicitation or Solicitation • An Invitation to bid (ITB), a Request for Proposals 

(RFP), or an Invitation to Negotiate (ITN). 

Conflict of Interest – A situation where the personal interests of a contractor, public official 

or classified employee are, or appear to be, at odds with the best interests of the jurisdiction. 

Consultants Competitive Negotiation Act (CCNA) – A procedure established by Florida 

Statutes setting the requirements for acquisition of professional architectural, engineering, 

landscaping architectural or land surveying services. 

Consultants Continuing Contract - A contract for professional services entered into in 

accordance with all the procedures of the CCNA whereby the firm provides professional 

services for projects in which construction costs do not exceed $1 million, for study activity 

when the fee for such professional service does not exceed $50,000, or for work of a specified 

nature as outlined in the contract, with no time limitation except that the contract must provide 

a termination clause. Firms providing professional services under continuing contracts shall 

not be required to bid against one another. 

Continuing Contract - A contract for services or materials entered into in accordance with all 

the Authority’s bid procedures whereby the firm provides goods & services for projects or 

work of a specified nature as outlined in the bid and contract. The contract must provide a 

termination clause. 

Contract – Contractual instrument, including, but not limited to contracts, leases, inter-local 

agreements, grants, sales agreements, service agreements, joint participation agreements, 

maintenance agreements, attachments, change orders, addendum, bonds, fee schedules, and 

any other related documents for incorporation into the contractual agreement. 

Contract Administration – The management of all actions that must be taken to assure 

compliance with the terms of the contract after the award of the contract. 

Contract Execution – Act of overseeing the signing of a legally binding document that shall 

include Contractor, Executive Director, and witness signatures with appropriate notaries and 

seals. The Procurement Department shall be responsible for the proper execution of formal 

contracts including distribution of signed contracts and maintenance of the official record. 

Contractor - A person who contracts to sell commodities or contractual services. 

Contractual Service - The rendering by a contractor of its time and effort rather than the 

furnishing of specific commodities. The term applies only to those services rendered by 

individuals and firms who are independent contractors and such services may include, but are 

not limited to, evaluations; consultations; maintenance; accounting; security; management 
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systems; management consulting; educational training programs; research and development 

studies or reports on the findings of consultants engaged there under; and professional, 

technical, and social services. 

Contractual Services Contract – Basic services provided to the Authority under contract or 

Purchase Order in which charges, effective periods, and extent of work are defined. Examples 

of contractual services are janitorial services, maintenance services, mechanical services and 

construction services. 

Davis-Bacon Act (1931) – A Federal law requiring all contractors performing federally funded 

Public Works construction projects to pay their workers, at a minimum, the prevailing wage 

rate paid in the area for similar work, as set by the Secretary of Labor. 

Debarment – The exclusion of a person or company from participating in a procurement 

activity for an extended period of time, as specified by law, because of previous illegal or 

irresponsible action. 

Decentralized Purchasing – A system of purchasing in which there is a (varying) degree of 

delegation of authority, responsibility, and control of purchasing activities to the using 

agencies. 

Default – Failure by either party to a contract with material requirements of the contract. 

Delivery Schedule – A required or agreed upon time, or rate, for delivery of goods or services. 

Discount – Vendor’s deduction from the selling price, usually contingent upon some cost 

reducing condition such as prompt payment. 

Disposal – The act of surrendering ownership of excess or surplus property. 

Dispute – Disagreement between parties to a contract over performance or other contract term 

requiring administrative action to resolve. 

Escalator Clause – A clause that allows the contract price to be periodically adjusted up or 

down in direct relationship to an objective market indicator identified in the solicitation and 

contract (e.g., Consumer Price Index). 

Emergency Purchase – A purchase made without following the normal purchasing procedures 

in order to obtain goods or services quickly to meet an urgent and unexpected requirement 

where health and public safety or the conservation of public resources is at risk. The Executive 

Director shall have the authority to make emergency purchases of no more than the current 

formal bid threshold without competitive bids, provided that all such purchases shall be 

reported to the MAA Board at its next regularly scheduled meeting. 

Equal, or Equivalent – A phrase used to indicate the acceptability of a product of similar or 

superior function, purpose, design, and/or performance. (See Brand Name) 

Evaluation Criteria – Factors, usually weighted, relating to management capability, technical 

capability, and manner of meeting performance requirements, price and other important 

considerations used to evaluate which proposer in a competitive negotiation has made the most 

advantageous offer. 

Expedite – Effort to assure delivery of goods purchased in accordance with a time schedule, 

or to accelerate delivery. 

Extension - An increase in the time allowed for the contract period due to circumstances which, 

without fault of either party, make performance impracticable or impossible, or which prevent 

a new contract from being executed, with or without a proportional increase in the total dollar 

amount, with any increase to be based on the method and rate previously established in the 

contract. A contract may not be extended past the original term of the proposed contract for 

new or additional scopes of work that were not advertised in the original solicitation. 

Fee – A fixed or variable amount of money to be paid to a contractor as profit, as in a cost plus 

fixed fee contract; compensation for services rendered. 



Melbourne Airport Authority Purchasing Manual 

Page 81 of 99 
 

Fiscal Year – A period of twelve consecutive months selected as a basis for annual financial 

reporting, planning or budgeting. The fiscal year for the Authority is October 1 through 

September 30. 

Fixed Asset – An asset of a long-term character having a useful life of more than one year and 

a value of at least $1,000, stands alone and functions by itself. 

Fixed Price Contract – A contract that provides for a firm price, subject to any contractual 

conditions allowing price adjustment, under which the contractor bears the full responsibility 

for profit or loss. 

Formal Advertising – The placement of a notice in a newspaper of general circulation 

according to legal requirements to inform the public that the Authority is requesting bids on a 

specific purchase it intends to make. 

Free on Board (FOB) – Determines the point at which title for the shipment passes from 

vendor to purchaser.  (See Exhibit 4-a and 4-b) 

FOB Destination – The title changes from vendor to purchaser when the shipment reaches its 

destination. 

Functional Specifications – A type or manner of writing a purchase description characterized 

by what results are required rather than a generic description of the product or service. 

General Terms and Conditions - The section of a solicitation that contains clauses that deal 

with the contractual obligations of the parties to a contract; a part of the boilerplate of a bid or 

contract document. 

Guarantee – An assurance for the fulfillment of a condition, quality of, or the length of use to 

be expected from a product offered for sale. 

GSA (General Service Administration) - Pursuant to Section 211 of the eGov Act of 2002, 

Cooperative Purchasing provides authorized State and local government entities access to 

information technology items offered through GSA's Schedule 70 (IT) and the Consolidated 

Products and Services Schedule contracts for associated special item numbers 1120 program 

(Law enforcement & drug). 

Hold Harmless Clause – Contractual clause requiring the contractor to assume sole liability 

in any actions brought against the contract and absolving the jurisdiction from any 

responsibility. 

Identical Bid – A bid that is the same in all salient respects with another bid. Identical Tie 

Bids, in accordance with Section 287.087, Florida Statutes, and preference shall be given to 

businesses with drug free workplace programs. Whenever two or more bids which are equal 

with respect to price, quality, and service, are received by the Authority for the procurement of 

commodities or contractual services, the bid received from a business that certifies that it has 

implemented a drug free workplace program, shall be given preference in the award process. 

Ineligible Bidder – A bidder who does not meet the stated qualifications for submitting a bid 

response or who has been suspended or debarred. 

Informal Bid – A competitive bid or price quotation for supplies or services that is conveyed 

by letter, telephone, or other means and does not require a sealed bid, public opening, or public 

reading of bids. 

Informalities and Irregularities – Minor defects or variations of a bid from the exact 

requirements of the solicitation that do not affect the price, quality, quantity, or delivery 

schedule of the goods or services being procured. 

Instructions to Bidders – The section of a solicitation that contains clauses that provide 

primarily information on bid opening, general qualifications, and conditions for bid 

submission. 

Inventory – Goods in stock or an itemized list of the goods on hand at a particular time showing 

quantity, volume and values. 
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Indemnify – To protect against hurt or loss, to exempt from incurred penalties or liabilities. 

To compensate or pay for damage. 

Invitation to Bid (ITB) – All documents, whether attached or incorporated by reference, used 

to solicit competitive or multistep sealed bids. 

Invitation to Negotiate - A written solicitation for competitive sealed replies to select one or 

more vendors with which to commence negotiations for the procurement of commodities or 

contractual services. The invitation to negotiate is used when the Authority determines that 

negotiations may be necessary to receive the best value. A written solicitation includes a 

solicitation that is electronically posted. 

Invoice – Seller’s itemized bill stating prices and quantities of goods and/or services delivered, 

and sent to Accounts Payable for payment. 

Late Bid or Offer – A bid or offer received at the place specified in the solicitation after the 

time designated for all bids or proposals to be received. 

Lead Time – The period of time from date of ordering to date of delivery. This includes the 

time required for the vendor to manufacture or prepare the goods for shipment, and may include 

the time needed by the procurement function to process the purchase request, issue a 

solicitation, evaluate bids and award a contract. 

Lease – A contract conveying from one person to another real estate or property for a term in 

return for a specified rent or other compensation. 

Lease Purchase Agreement – A lease contract containing a purchase option in which the 

lessee’s periodic payments or parts thereof may be applied to serve both as the rental obligation 

and as installments for acquiring ownership of the property upon lessee exercising the purchase 

option; a conditional sales contract. 

Legal Notice – Notice of a proposed purchase as required by law. 

Line Item – A procurement item specified in an Invitation to Bid, for which the bidder is asked 

to tender an individual price and which, under the terms of the invitation, is usually susceptible 

to a separate contract award. 

List Price – The price published in a catalogue or otherwise available at which a seller offers 

an item for sale. 

Lowest Responsible Bidder – A responsive bidder whose bid is lower than those received 

from other bidders and whose reputation, past performance, and business and financial 

capabilities have been determined by the Authority to satisfy the requirements of the a bid. 

Liquidated Damages – An amount of money, designated in the solicitation and as part of a 

contract, to be calculated on a per diem or other basis and paid upon default of a contract. 

Lump Sum – The total price of a group of items that are put together and priced as a whole, 

aggregate. A price not based on unit cost or quantities. 

Mandatory – Obligatory; said of a contract condition or provision that cannot be waived. 

Material Safety Data Sheets (MSDS) – Documentation concerning a hazardous chemical. 

They identify the chemical, the common names of the ingredients, the physical and chemical 

characteristics, and the hazards of the chemical. They also include emergency and first aid 

procedures to be considered when working with that chemical. 

Multiple Award – The award of contracts to two or more vendors or contractors to furnish the 

same or similar supplies or services, where more than one vendor is needed to meet the contract 

requirements for quality, delivery, or service. 

Multi-Step Bidding – A source selection method involving at least two competitive steps, 

combining the elements of both competitive sealed bids and competitive sealed proposals. The 

first step requires the submission of (unpriced) technical proposals. In the second step, bidders 

with acceptable technical proposals are asked to submit sealed bid prices. 

Negligence – Under a given set of circumstances, failing to do what a reasonable and prudent 

person would do or doing what a reasonable and prudent person would not do. 
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Negotiate - To conduct legitimate, arms length discussions and conferences to reach an 

agreement on a term or price. Negotiation provides contracting through the use of proposals 

and discussions to obtain best and final offers that result in the best value to the Authority. 

Net Price – Price after all discounts, rebates, etc., have been allowed. 

No Bid – Response to an Invitation for Bid stating the respondent will not submit a bid. 

Nonresponsive Bid – A bid that does not conform to the mandatory or essential requirements 

of the Invitation for Bid. 

Notice of Award – A written notification from the jurisdiction to the successful bidder, stating 

that there is an award of a contract in accordance with a bid or proposal previously submitted. 

Electronic notice by fax or internet is considered written notification. 

Offer – To submit a response (an offer) to a Request for Proposal. 

Offeror – A person making an offer. 

Option to Renew – A contract clause that allows a party to reinstate the contract for an 

additional term, in accordance with contract terms. 

Order (Purchase) – A request or command issued to a supplier for goods or services at a 

specified price or agreed basis for payment. 

Partial Payments – The payment authorized in a contract upon delivery of one or more 

complete units called for under the contract, or upon completion of one or more distinct items 

of service called for there under. 

Payment Bond – Bond that assures payments, as required by law, to all persons supplying 

labor or material for the completion of work under the contract.  

Performance Bond – A contract of guaranty executed subsequent to award by a successful 

bidder to protect the Authority from loss due to contractor’s inability to complete the contract 

as agreed. 

Performance Record – A record to indicate a supplier’s ability to keep delivery promises and 

reliability, together with consistency of quality of the products. 

Performance Specification – A specification describing the performance characteristics 

sought in a product or service, a purchase description accenting performance over design, a 

functional rather than a generic or physical specification. 

Piggyback Method – A form of intergovernmental cooperative purchasing in which an entity 

requests competitive sealed bids, enters into a contract, and arranges, as part of the contract, 

for other public purchasing units to purchase from the selected vendor under the same terms 

and conditions as itself. 

Pre-Bid (or Pre-Proposal) Conference – A meeting that is scheduled in a solicitation for the 

purpose of providing clarification as needed. Substantive questions raised at a pre-bid 

conference are answered in writing and may modify the solicitation. 

Pre-Performance Conference – A meeting between the contractor and the Authority 

convened to review the responsibilities and expectations of the contractor and the Authority 

under the contract. 

Prequalification of Bidders – The screening of potential vendors in which such factors as 

financial capability, reputation, and management are considered in order to develop a list of 

qualified vendors. 

Pre-Solicitation Conference – An informal meeting inviting comments and suggestions from 

selected vendors on the draft of a proposed solicitation. Used for technical and complex service 

transactions. 

Price – The amount of money that will purchase a definite quantity, weight, or other measure 

of a commodity or service. 

Price Adjustment Clause – A condition in a solicitation and resultant contract that allows the 

price under the contract to decrease or increase under  defined conditions; the condition should 
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provide for the purchaser to cancel any individual item affected, or the contract, if a request for 

increase is not acceptable. 

Privatization – The divestiture of a government program including control and management 

as well as real and personal property to private entrepreneurs. 

Procurement – The procedures for obtaining goods or services, including all activities from 

the planning steps and preparation and processing of a requisition, through receipt and 

acceptance of delivery and processing of a final invoice for payment. The acts of preparing 

specifications, evaluating bids or proposals, making awards and administering contracts are 

involved; in some contexts, property management is implied. 

Professional Services – Services rendered by members of a recognized profession or 

possessing a special skill. Such services are generally acquired to obtain information, advice, 

training, or direct assistance. 

Professional Services as per CCNA – Services within the scope of the practice of architecture, 

professional engineering, landscape architecture, or registered surveying and mapping, as 

defined by the laws of the State, or those performed by any architect, professional engineer, 

landscape architect, or registered surveyor and mapped in connection with his or her 

professional employment or practice. 

Proper invoice – An invoice which conforms to all contract and bid requirements that has been 

specified by the Authority. 

Proposal – An offer made by one party to another as a basis for negotiations for entering into 

a contract. 

Protest – A written objective to a solicitation by a prospective bidder, a bidder, a contractor or 

other interested party with the intention of achieving a remedial result. 

Public Notice – The distribution or dissemination of information to interested parties using 

methods that are reasonably available. Such methods include publication in newspapers of 

general circulation, electronic or paper mailing lists, and web site(s) designated and maintained 

for that purpose. 

Public Record – Information contained in Authority files that is available for public inspection 

Purchase Description – The words used in a solicitation to describe the supplies, services or 

construction to be purchased, including any performance, physical or technical requirements. 

Unless the context requires otherwise, the terms “purchase description,” “purchase 

specification,” and “specification” may be used interchangeably. 

Purchase Order – Purchaser’s written document to a supplier formally stating terms and 

conditions of a proposed transaction. Commits the Authority financially, by encumbering 

funds. 

Purchasing Manual – A document that describes the rules and procedures to be followed by 

the using agencies. 

Purchasing Policy – A course of action adopted in purchasing affairs. 

Purchasing Procedure – A mode of conducting purchasing activities. 

Quotation – A statement of price, terms of sale, and description of goods or services offered 

by a prospective seller to a prospective purchaser, usually for purchases below the amount 

requiring formal bidding. May be nonbinding if solicited to obtain market information for 

planning purposes. 

Renewal - Contracting with the same contractor for an additional contract period after the 

initial contract period, only if pursuant to contract terms specifically providing for such 

renewal. 

Request for Information (RFI) - The document used to obtain comments or reactions from 

vendors that precedes the issuing of a solicitation. Price is not requested. 

Request for Proposal (RFP) – The document used to solicit proposals from vendors. The RFP 

usually provides for evaluation of criteria, including price, prior to award. 
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Request for Qualifications (RFQ) – The document used to obtain statements of qualifications 

from bidders prior to issuing the final solicitation. 

Requisition – An internal document completed by the using department listing details of 

materials and services needed. 

Responsible Bidder or Proposer (Offeror) – A person who has the capability in all respects 

to perform in full the contract requirements, along with the integrity and reliability that will 

assure good faith performance. 

Responsive Bidder or Proposer (Offeror) – (1) A person who has submitted a bid which 

conforms in all material respects to the Invitation to Bid. (2) One whose bid conforms in all 

material respects to the terms, conditions, specifications and other requirements of the 

Invitation to Bid. 

Sealed Bid – A bid that has been submitted in a sealed envelope to prevent its contents being 

revealed or known before the deadline for the submission of all bids. 

Service – The furnishing of labor, time, or effort by a contractor. 

Service Contract – A contract that calls for a contractor’s labor, time, and effort to perform a 

service in which the provision of goods is incidental to the main purpose. 

Site Inspection – The requirement in a solicitation that the potential bidders or offerors visit 

the physical location where the contract is to be performed to become familiar with site 

conditions. 

Sole Source Procurement – An award for a commodity or service to the only known capable 

supplier, occasioned by the unique nature of the requirement, the supplier, or market 

conditions. 

Solicitation – A request for bids to provide supplies, services or construction. 

Specification – A description of what the purchaser seeks to buy, and consequently, what a 

bidder must be responsive to in order to be considered for award of a contract. A specification 

may be a description of the physical or functional characteristics, or the nature of a supply or 

service. It may include a description of any requirements for inspecting, testing, or preparing a 

supply or service item for delivery. A purchase description. 

Standard – A characteristic or set of characteristics for an item that, for reasons of performance 

level, compatibility or interchangeability with other products, etc., is generally accepted by 

producers and by users of the item as a required characteristic of all items for the designed 

purpose. 

Subcontractor – Any person undertaking part of the work of a contract under the control of 

the principal contractor. 

Surplus Property – Inventory not needed by the owning agency or by other agencies at the 

present time or in the foreseeable future. 

Tabulation of Bids – A recording of bidders and abstract of their bids listing items offered, 

prices, deliveries, etc., in response to a specific solicitation, made for purposes of comparison 

and record-keeping will be true. 

Term Contracting – A technique by which a source of supply is established for a specific 

period of time. 

Termination for Convenience – Cancellation, at the Authority’s discretion, of a contract in 

whole or in part; permitted only if the contract contains a clause permitting such an action. 

Termination for Default – The cancellation, in whole or in part; by the Authority of a contract 

because of the contractor’s failure to perform satisfactorily. 

Vendor – Any individual, firm, corporation, etc., offering for sale, trade, exchange or otherwise 

supply items, goods, or services to the Authority in exchange for compensation. 

Waiver of Bid(s) – A process authorized by law or rule whereby a government purchasing 

office may procure items without competitive bidding procedures because of unique 

circumstances related to a particular need or procurement. 
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Waiver of Mistake or Informality – The act of disregarding errors or technical 

nonconformities in bids which do not change the substance of the bid and will not adversely 

affect the competition between bidders. 

Warranty – A representation either expressed or implied that a certain fact regarding the 

subject matter of a contract is presently true or will be true. 
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EXHIBIT 2-FORMS 

 

 

 

1. Purchase Order Request Form 

2. Request for Approval Form 

3. Sole/Single Source Approval Form 

4. Recommendation for Award Form 

5. MAA Board Item Form 

6. Purchase Order Change Order Request Form 

7. Local Vendor Affidavit Form 

8. Conflict of Interest Form 

9. Property Disposition Form 

10. Vendor Registration Form 

11. Executive Director Action Item >$15K Form 
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Exhibit 2 

Form 1-Purchase Order Request Form 

 

 
 

  

Approve Disapprove

>$5000 and ≤ $15,000

Line Item # Quantity Price/Qty Line Item Total

1 -$                  
2 -$                  
3 -$                  
4 -$                  
5 -$                  
6 -$                  
7 -$                  
8 -$                  
9 -$                  

10 -$                  
-$                  

Director Initial

PO Close Date:

> $15,000 and ≤ $35,000

> $35,000

Specify quote method in comments or attach w ritten quote (preferred). 

Three w ritten quotes. Approval by Procurement, Finance, Director
Procuerment solicited quotes. Attach all quotes/proposals, etc. Approval by 
Procurement, Director, and Executive Director.

Procurement solicited formal proposals. Review /Approval by Executive 
Director and MAA Board. Executive Director executes contract/agreement.

Vendor:

Director Name/Approval:

Requested By:

Request Date:

TOTAL PO AMOUNT

Description

Line Item Description

Attach any supporting documentation in accordance with Purchasing Policy (quotes/bids/proposals, emails, pricing 
evidence, MAA Board Approval Minutes, etc.)

Comments

PURCHASE ORDER THRESHOLD

PURCHASING THRESHOLDS
≤ $5,000

-$                                                                                   PO Value:

Special Instructions for Finance

Object Code:

Organization Code:

Account Code:
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Exhibit 2 

Form 2-Request for Approval Form 
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Exhibit 2 

Form 3-Sole/Single Source Justification Page 1 

 

 
  

DATE:

TO:

FROM:

CHECK ONE: FIRST APPLICATION RENEWAL

REQUEST FOR:     SOLE SOURCE   SOLE BRAND

SINGLE SOURCE STANDARDIZATION

Order must be placed by 

date:

Product/Service 

needed by date:

Proposed Vendor 

Name/Address/

Contact Information

Brand: Product Number:

Estimated Cost of 

Purchase:

Account to be 

charged:

SOLE/SINGLE SOURCE JUSTIFICATION FORM
(August 2019)

Product/Service 

Description:

Part I

SOLE SOURCE/SINGLOE SOURCE/SOLE BRAND/STANDARDIZATION

It i s  the pol icy of the Orlando Melbourne International  Airport to cons is tently purchase goods  and services  us ing 

ful l  and open competi tion. The Airport i s  best served when we make sound bus iness  decis ions  based on 

competi tive bids  or proposals . Early acquis i tion planning that includes  the Procurement office can help avoid 

delays  and faci l i tate effective market research. However, there may be instances  when other than ful l  and open 

competi tion my be justi fied. When a  user department determines  that other than ful l  and open competi tion i s  

necessary or in the best interest of the Airport, appropriate justi fication for that course of action must be 

submitted to the Procurement Manager for approval  in order to waive the competi tive procurement process .

(More than one box may be checked)

SOLE SOURCE (use for single purchases only): The supply of a  product or service so uniquely* qual i fied that it is only 

available from a solitary source.

SINGLE SOURCE (use for single purchases only): The supply of a  product or service which may be ava i lable from 

multiple sources , but a specific vendor is uniquely* qualified and meets the users' requirements.

SOLE BRAND (use for single purchases only): This  i s  a  speci fied service or product that has  unique speci fications  to 

success ful ly meet the needs  of the department and no alternate brands are acceptable.

STANDARDIZATION (used for multiple purchases and can be combined with the above i.e. Standardization/Sole Source, 

Standardization Sole Brand. Standardization Sole Source/Sole Brand, etc.): This  i s  the procedure of mainta ining 

methods  and equipment as  constant as  poss ible because of measurable benefi ts  to the department and/or 

agency. Competi tion among dis tributors  of a  s tandardized brand wi l l  be atta ined i f poss ible.

*DEFINITION OF UNIQUELY:

1. Being the only one of i ts  kind

2. Without equal  or equiva lent; unpara l leled

3. Unusual/extraordinary

4. Characteris tic of a  particular category, condition, or loca l i ty
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Exhibit 2 

Form 3-Sole/Single Source Justification Page 2 

 

 

Requested by (print name): Date:

Dept. Director Signature: Date:

APPROVED:

DISAPPROVED: State disapproval reason(s) below:

PART II QUESTIONNAIRE

ALL QUESTION MUST BE ANSWERED

(ATTACH DOCUMENTATION TO SUPPORT THE FOLLOWING ANSWERS)

Explain why the product/service requested is the only product/service that can satisfy your requirements and explain why 

alternatives are unacceptable. Be specific with regard to specifications, features, characteristics, requirements, capabilities and 

compatibility. Describe steps undertaken to make this determination:

Explain why this service provider, supplier, or manufacturer is the unique available source from which to obtain this product or 

service and describe the efforts made to verify and confirm whether or not this is so.  (Obtain and include a letter from the 

manufacturer (on firm letterhead) confirming claim made by distributors of exclusive distributorships for the product or service if that 

is cited as a reason):

Will this purchase obligate us to a particular vendor for future purchases? (Either in terms of maintenance that only this vendor will 

be able to perform and/or if we purchase this item, will we need more "like" items in the future to match this item? If so, what is the 

estimated annual expenditure?:

Describe your market research and the results thereof. This should include a description of other similar sources or products available 

in the market, if any, and why they are not acceptable.

I certify that the above statements are true and correct, to the best of my knowledge. I also certify that prices obtained are fair and 

reasonable. I also certify that neither I, not my family members will gain or receive any additional benefit because I have 

recommended this acquisition be obtained solely from a designated vendor or contractor.

Purchasing Manager Signature/Date

DO NOT WRITE BELOW THIS LINE

FOR PROCUREMENT USE ONLY

Reviewed by (print name):

COMMENTS:

Procurement Manager Signature/Date

APPROVAL AUTHORITY: In accordance with Melbourne Airport Authority Purchasing procedures please review the information 

contained herein and make your recommendation to begin/continue the above requested procurement. A review of this 

recommendation, if a Standardization, will be conducted on an annual basis in June following the approved date.
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Form 4-Recommendation for Award 

 

 
 

To: Karen Schlottach, Procurement Manager

Quote/Proposal No.:

COST/ACCOUNT INFORMATION Total Cost: Budgeted Amount:

Account Number(s) $ Amount

Preparer:

Dept Director Signature:

VEHICLE/EQUIPMENT REPLACEMENT (Provide ID Number(s)):

RECOMMENDED VENDOR (If other than lowest bidder, provide detailed justification)

IF BUDGETED AMOUNT IS INSUFFICIENT, WHERE WILL ADDITIONAL FUNDS BE FOUND?

 

RECOMMENDATION FOR AWARD (Formal Quote/Proposal)

ADDITIONAL REMARKS

Purchasing Receipt Date:

BACKGROUND (Explain in detail the need for product/service and how or where product/service will be used)

From:

Description:
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Form 5-MAA Board Item Form 

 
Item A-X Recommendation to Approve (Name of Contract/Project, etc.). 
 
Contract/Project background information 
 
Procurement process/results 
 
Contract/Project details such as Term, Cost, Cost savings, Budget availability, and unique details  
 
Staff recommends approval of the (INSERT CONTRACT/PROJECT NAME) contract and authorization for 
the Executive Director to execute said contract on behalf of the Authority. 
 
______________________________________________________________________________ 

EXAMPLE BOARD AGENDA ITEM 

Item A-4  Recommendation to Approve the Award of a Contract with Dittmer Air Conditioning & 
Heating Services, Inc., for HVAC Preventative Maintenance and Emergent Services. 

 
The Airport and Airport-owned Properties’ HVAC systems maintenance, which includes 144 
various units, is currently conducted by Airport staff and numerous HVAC companies on a 
breakdown event callout basis. In order to obtain ongoing professional/certified preventative 
maintenance, staff created a comprehensive scope of services and issued a Request for 
Proposals on June 17, 2019, via Demand Star and directly to numerous local HVAC firms.  
Seven firms attended the mandatory pre-proposal conference.  
 
Staff received two proposals by the submission deadline: CMS Mechanical Services LLC (CMS 
Nextech) and Dittmer Air Conditioning & Heating Services, Inc. Climatic Refrigeration & Air 
Conditioning, Inc. presented its proposal late; therefore, it was not accepted by Staff.  A three-
member team evaluated the two proposals resulting in the following scores: CMS Mechanical 
Services LLC (CMS Nextech) - 34.3 points out 100 points and Dittmer Air Conditioning & 
Heating Services, Inc. – 88.3 points out of 100 points.  
 
The contract provides onsite preventative maintenance services by one technician and one 
assistant Monday through Friday (excluding holidays) between 8:30 a.m. and 5:00 p.m.  
Emergency response time is within one hour (half hour for the Air Traffic Control Tower). 
 
The contract consists of a two-year base term with three one-year options to commence on 
October 1, 2019.  The 2020 budget allocates $172,990 for HVAC repair and maintenance.  The 
Base-Period preventative maintenance price is $133,462 per year for a Base-Period Total of 
$266,924.  Any increase in Option Period pricing will be based on materials (filters/parts/belts, 
etc.) market rates and agreed upon prior to exercising any option.  The contract also includes 
15 percent materials mark-up and fixed hourly rates for technician, assistant, and install crew 
labor. 
 
Additionally, this contract will allow Airport Maintenance staff to perform and complete tasks 
delayed due to staff managing HVAC issues.  
 
Staff recommends approval of the HVAC Preventative Maintenance and Emergent Services 
contract and authorization for the Executive Director to execute said contract on behalf of 
the Authority. 
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Form 6-Purchase Order Change Order Request 
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Form 7-Local Vendor Affidavit  
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Form 8-Conflict of Interest Form 

 

 

MELBOURNE AIRPORT AUTHORITY 

EVALUATOR’S STATEMENT OF 

INDEPENDENCE AND NON‐CONFLICT OF INTEREST 

 

Solicitation Number:     _____________________ 

 

Project/Contract Title:    ________________________________________________ 

 

 

I,   _______________________________________________, a Selection Committee 

member for Solicitation #_______________________, do hereby attest and certify that, 

to the best of my knowledge, I do not have a conflict of interest* as a result of any 

personal, financial, or other interest on my part or that of any member of my immediate 

family, or of my partner(s). Further, I certify that I am not employed by nor do I have any 

arrangement for future employment with any vendor, proposer, or organization under 

consideration, nor will I solicit or accept gratuities, favors, or anything of monetary value 

from any company or organization associated with this Solicitation. 

 

I will independently score each proposal and have no communication or contact with any 

proposers regarding the proposals. 

 

I agree to evaluate the proposals in an unbiased, fair, and equitable manner, and am not 

unfairly prejudiced in regard to any of the proposals. 

 

_____________________________________________ 

Selection Committee Member Signature 

 

__________________________ 

Date 

 

*A conflict of interest is defined as a situation in which a Selection Committee 

Member has, or appears to have, a financial relationship with a responding 

proposer, or has a family relationship with any responding proposer. 

 

A financial relationship includes involvement of the Selection Committee Member 

and the proposer in a current partnership, joint venture, company, or corporation, 

and any other relationship that could make it appear that the Member would obtain 

a monetary benefit if a favorable evaluation was given. 
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Form 9-Property Disposition Form 
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Form 10-Vendor Registration Form 
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Form 11-Executive Director Action Item >$15K 
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