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FOREWORD
The School Board recognizes that maximum economy and efficiency are best achieved
through a centralized purchasing function, which includes warehousing and distribution. All
purchases of materials, supplies, equipment, and services paid from School District funds
shall be the responsibility of the Director of Internal Services or designee under the general
supervision of the Superintendent.

INTRODUCTION
It has been said that public purchasing is getting the right item to the right place at the right
time and at the right price. And while that is an oversimplification of the role of the Internal
Services Department / Purchasing Division, it is the essence of what we do. Public agencies
have an established purchasing system for many reasons.
First, it is a means for managing the public funds that have been entrusted to each school
and department by insuring that no indebtedness beyond the budgeted amount is created.
Second, it offers the opportunity to achieve economies of scale by being able to buy, in bulk,
many of our day-to-day necessities.
Third, it insures that the vendor will be paid for the products or services that have been sold
to the District by providing the means to account for each purchase that has been made.
Fourth, it provides a focal point on which vendors can concentrate; minimizing misinformation
and reducing the number of people with whom they have to deal.
Fifth, it reduces the potential for vendors trying to establish unethical relationships with
District employees.
Sixth, it serves as a resource for employees to utilize in meeting their needs for commodities
and services.
What follows is the way the School District of Monroe County conducts its purchasing
business and what is required of employees in the conduct of that business.
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Chapter 1
Purpose/Definitions of Terms
Purpose
The purpose of this purchasing manual is to provide information necessary to procure
commodities and services in support of Monroe County Public Schools.

Authority
Monroe County School Board Policy 6320 and Policy 6330 govern most purchasing activities
within the School District.
The School Board is dedicated to ensuring that:
A. The District purchases high quality commodities and services at reasonable cost.
B. The District conducts all purchasing actions in a fair and impartial manner with no
impropriety or appearance thereof.
C. The procedures for use of contracts and purchase orders apply to district purchases
whether made at the district level or at individual schools using all manner of funds
(district funds or internal funds)
D. All qualified vendors have access to School District business.
E. No offer is arbitrarily or capriciously excluded.
F. The maximum feasible degree of competition is achieved.

Applicability
The School Board Purchasing Policy addresses all aspects of materials management to
include the acquisition of commodities, services, professional, and consultant services;
construction contracting; contract administration; and property accountability and disposal.

Purchasing Ethics
Public confidence in the integrity of the School District’s purchasing activities is critical.
Improprieties, or even the appearance of improprieties, can undermine this confidence with
very negative consequences. Erosion of trust by Monroe County taxpayers could result in
decreased community support and revenues. Lack of trust by the vendor community could
result in contract award protests or an unwillingness to submit bids, thus decreasing
competition and potentially increasing the cost of commodities or services.
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Vision Statement
Our goal is to promote the district’s best interest through professional purchasing processes,
which will result in obtaining maximum value for each dollar spent. In order to accomplish that
goal, the purchasing function must be carried out uniformly and fairly. Rules and procedures
must be adhered to at all levels throughout the District. This manual is designed to explain
and facilitate understanding of the Internal Services Department / Purchasing Division, its
functions, policies and procedures, and to serve as a tool in purchasing personnel training. It
is essential that all employees who are directly, or indirectly, involved in the purchase of
commodities and services have a clear understanding of their responsibility to uphold and
maintain the School Board’s policy for fairness and integrity. Through the individual
commitment of all, our mission is to prepare all students with the skills and experiences
needed to become lifelong learners and productive citizens in a stimulating, nurturing, safe
and enriching environment

Purchasing Responsibilities
The Superintendent of Schools exercises overall responsibility for the School District of
Monroe County purchasing processes. This responsibility is managed through the Internal
Services Department / Purchasing Division which is responsible for all procurement.
Principals and Department Heads are responsible for their procurement activities in
accordance with School Board policies, administrative rules, and statutes. Any purchase or
contract entered into by any School District official or employee, that violates the provisions of
School Board resolution, policy, or regulation, shall be the personal responsibility of that
individual.

Prohibited Conduct
No School District employee having official responsibility for a procurement transaction shall
participate in that transaction on behalf of School District when the employee knows any or all
of the following:


The employee is contemporaneously employed by a bidder, offeror, or contractor
involved in the procurement transaction.



The employee, the employee's partner, or any member of the employee's immediate
family holds a position with a bidder, offeror, or contractor such as an officer, director,
trustee, partner or the like, or is employed in a capacity involving personal and
substantial participation in the procurement transaction, or owns or controls an interest
of more than five percent.



The employee, the employee's partner, or any member of the employee's immediate
family has a pecuniary interest arising from the procurement transaction.
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The employee, the employee's partner, or any member of the employee's immediate
family is negotiating or has an arrangement concerning prospective employment with a
bidder, offeror, or contractor.



No School District employee having official responsibility for a procurement transaction
shall solicit, accept, or agree to accept from a bidder, offeror, contractor, or
subcontractor any payment, loan, subscription, advance, deposit of money, services,
or anything of more than nominal or minimal value, present or promised, unless
consideration of substantially equal or greater value is exchanged.



No bidder, offeror, contractor, or subcontractor shall confer upon any School District
employee having official responsibility for a procurement transaction any payment,
loan, subscription, advance, deposit of money, services, or anything of more than
nominal value, present or promised, unless consideration of substantially equal or
greater value is exchanged.



No bidder, offeror, contractor, subcontractor or vendor will be allowed to email spam
School District employees.



No bidder, offeror, contractor, subcontractor or vendor will be allowed to promote their
product during Bid Review Committee or School District Board meetings.

Non-instructional school district employees or contractual personnel who are permitted
access on school grounds when students are present, who have direct contact with students
or who have access to or control of school funds must meet Level 2 screening requirements
as described in s. 1012.32, F.S. Contractual personnel shall include any vendor, individual,
or entity under contract with the school board.
F.S. 1012.465, Jessica Lunsford Act

Penalty for Violation
District Staff who knowingly violate district Purchasing Policies and Procedures will be subject
to disciplinary actions in accordance with applicable School Board Policies. Disciplinary
actions for willful violations may include but not be limited to termination of employment.
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Definitions
Bid - An offer by a vendor to sell a product or service for a specific price that is based on the
specifications of the purchaser. When the District solicits bids, vendors must submit them in
sealed envelopes that are opened on a specific date at a specific time at a specific place.
Bid Review Committee - Individuals appointed to review bids.
Bid Threshold - The dollar amount above which sealed bids are required. The threshold is set
by Florida Statute for most commodities and services currently stand at $50,000.00.
Budget Coding Strip - Terminology for a budget line item. It consists of Fund, Function,
Object Code, Center, Project, and Program in accordance with the “Financial and Program
Cost Accounting and Reporting for Florida Schools” manual.
Competitive Sealed Bidding - A formal method of selecting the lowest responsible and
responsive bidder. It includes the issuance of a written Invitation to Bid (ITB), a public bid
opening, and evaluation based on the requirements stated in the ITB.
Contract - Any agreement to which the School Board of Monroe County is a party. A binding
agreement between two parties that consists of an offer and an acceptance, both of which
must be in writing.
Delivery Ticket - Also known as packing slip, bill of lading, or freight bill. It is the document
that is signed by the receiving party to acknowledge receipt of the commodities. In some
instances, it may also be the invoice.
Department Heads - Those positions within District that have staff supervision responsibility,
but are not Executive Directors.
Emergency - When a breakdown in machinery and/or a threatened termination of essential
services or a dangerous condition develops or when unforeseen circumstances arise that
cause loss or reduction of essential services or items that pose a threat to public health and
safety.
Encumbrance - The commitment of budgeted funds that occurs when a purchase order is
entered into the accounting system.
Exemptions - The policies and procedures discussed in this manual do not apply to the
services of architects and engineers. Purchase of these services is conducted under the
provisions of Section 287.055, Florida Statutes, entitled the Consultants’ Competitive
Negotiation Act. Please contact the Internal Services office to determine if the purchase is
exempt
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Firm - Any individual, partnership, corporation, association, or other legal entity permitted by
law to practice in Florida or any other individual, firm, partnership, corporation, association, or
other legal entity qualified to perform professional services.
Fixed Asset - Buildings, and equipment which is a part of, or attached to, a building or
building system.
Commodities - All material, equipment, supplies, printing, textbooks, and automated data
processing hardware and software, to include computers.
Invitation to Bid - A document containing specifications for commodities or services which is
sent to vendors inviting them to offer their prices for the commodities or services they
provide.
Immediate Family - a spouse and any other person residing in the same household as the
employee, who is a dependent of the employee, or of whom the employee is a dependent.
Lobbying - Any action taken by an individual, firm, association, joint venture, partnership,
syndicate, corporation and all other groups who seek to influence the decision of a Board
member or District personnel after advertisement and prior to the recommendation of this
contract.
Nonpublic Funds - Those funds raised directly by a school through its various activities such
as ticket sales, fund-raising, and certain vocational education programs; also known as
internal funds.
Request for Proposal - A formal method of selecting the top-rated responder. It includes the
issuance of a written Request for Proposal (RFP), public notice, and evaluation based on the
criteria stated in the RFP, and it allows negotiation with the top rated responder(s).
Responsible Bidder or Proposer - An individual, company, firm, corporation, partnership or
other organization who has the capability in all respects to fully perform the contract
requirements and the moral and business integrity and reliability that will assure good faith
performance.
Responsive Bidder or Proposer - An individual, company, firm, corporation, partnership, or
other organizations that has submitted a bid or offer that conforms in all material respects to
the Call For Bids or the Request for Proposal.
Services - Any work performed by an independent contractor wherein the service provided
does not consist primarily of buying equipment or materials or renting equipment, materials,
and supplies
Sole Source - A method of procurement that is used when a situation exists in which only one
source is practicably available for that which is to be bought.
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Specifications - The portion of a solicitation that describes the characteristics of a required
product or service. A specification may also include requirements for size, measurements,
quantities, descriptive literature, inspection, testing, warranty, and packaging. Specifications
may also be referred to as Scope of Work.
Standards - A standard is an agreed and repeatable way of doing something. A standard is a
collective work that is created by bringing together the expertise and experience of all
interested parties, such as manufacturers, sellers, buyers, users and regulators of a particular
material, product, process or service.
Surplus Property - Such property that is no longer of use to the District.
Transaction - Any matter considered by the Monroe County School Board on which official
action is taken or contemplated.

Chapter 2
Procurement Overview
The Internal Services Department / Purchasing Division follows School Board Policy 6320 for
the procurement of all commodities and services excluding:
A.

employment contracts

B.

acquisition of architectural, engineering, landscape architectural, construction
management at risk, registered surveying and mapping, or other services pursuant
to Policy 6330.

C.

acquisition of auditing services pursuant to F.S. 218.391

D.

acquisition of professional consultant services, including but not limited to services
of lawyers, accountants, financial consultants, actuaries, and other business or
operational consultants.

E.

contracts which are exempted, in whole or in part, from this policy’s requirements
as set forth below.

General
A. The Superintendent may make purchases or may approve purchases of commodities
and services which require the expenditure of public funds in an amount not greater
than $24,999 provided the obligation does not exceed the applicable appropriation
within the District budget and the purchase is in compliance with State law, State
Board rules, and District policies and procedures. No other person, unless authorized
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to do so by the Board or authorized under its duly adopted regulations, may make any
purchase involving the use of school funds. The payment of any unauthorized
purchases shall be the sole responsibility of the person placing the order.
B. The purchase of commodities and services may not be divided so as to avoid the
monetary threshold requirement set forth in State Board rule and in this policy. For
purposes of this policy, any group of purchase orders or contracts to the same
provider that are connected in terms of time, location and/services such that a
reasonable person would view them as a single purchase shall be deemed to be a
single purchase.
C. Before making any purchase of commodities or contractual services which the
Superintendent is authorized to make by this policy or before recommending any
purchase to the School Board, the Superintendent shall, insofar as possible, propose
standards and specifications. The Superintendent shall require that the commodities
or contractual services to be purchased conform to those standards or specifications,
and shall take other steps necessary to see that the District receives maximum value
for the public funds expended.

Chapter 3
Purchasing
A. Purchase Requisitions
General
Purchase requisitions are used to begin the process of buying commodities and
services. They encumber the purchasing funds to ensure the purchase is in
accordance with the budget.
Purpose
The purpose of the requisition is to communicate requirements to the Internal Services
Department / Purchasing Division. It is important that communication includes all
relevant information so that the requisition can be processed in a timely manner.
Requisitions shall clearly identify the type of commodities and services being
purchased. It also is important to understanding the different time periods required to
process a requisition depending upon the dollar value of the procurement.
Purchase Orders are required for all purchases not utilizing a PCard.
10

B. Purchase Orders
Purpose
Purchase orders provide written authorization for vendors to provide the commodities
and/or services described on the order. The product or service description, delivery
conditions, quantity, and price are all specifically listed on the order. Payment terms
are also to be listed. The purchase order also confirms to vendors that funds have
been encumbered to ensure payment after the commodities or services have been
received.
Preparation
Purchase Orders are created after the requestor has entered a purchase requisition.
After all approvals are complete, the Internal Services Department / Purchasing
Division processes the approved requisition and it then becomes a Purchase Order.
Usage
Purchase Orders are required for all purchases.

C. Emergency and Sole Source Purchasing
General
Emergency and sole source purchases are two acceptable methods of procurement
that exempt the district from seeking competition, but they should only be used when
fully justified. Emergency Purchases are only issued when authorized by the
Superintendent or Designee.
Emergency Purchases
If a Department Head determines in writing that an immediate danger to the public
health, safety, or welfare or other substantial loss to the state requires emergency
action, the District may issue an emergency bid. Emergency Bids, if approved by the
Superintendent, may be requested by telephone or in writing and returned as the
emergency requires. All emergency bids will be tabulated by the purchasing agent or
designee and presented to the Superintendent who will submit the matter to the
Board for action. The official minutes of the Board and the bid file shall show the
nature of the emergency and why the regular bid procedure would have caused a
delay which would have been against the public interest. Emergency purchases over
the bid limit must have prior approval of the Superintendent/designee and must
subsequently be submitted to the Board by the Director of Internal Services, along
with vendor and purchase order numbers.
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Even if an emergency occurs, a school/department should attempt to obtain
competition if at all possible.
If the emergency occurs after normal business hours, a school/department should
document the situation and his or her actions and provide this information to the
Director of Internal Services the next business day.
Sole Source Purchases
Sole source purchases are used when only one source is practicably available for a
needed product or service. If there is reason to believe that such a situation exists,
the employee should consult with the purchasing staff in the Internal Services
Department. If agreement is reached that a sole source situation may exist, written
justification will be required.

D. Purchasing Cards
Authority
The Internal Services Department / Purchasing Division issues procurement cards to
select employees based on their job duties. Procurement cards represent one of
several purchasing methods that are available to support the District’s purchasing
activities.
Use and Limitations
Procurement cards (Pcards) will be used for non-capital purchase within credit limits
assigned, and as outlined by exception, in accordance with established procurement
regulations established by School Board Policy 6424 and the Procurement Card
Procedures Manual.

E. Property Management / Capital Assets
General
The Internal Services Department / Purchasing Division is responsible for the
accountability of all capitalized furniture, fixtures and equipment. If a purchase is
requested for anything over $1,000 that item should be charged to capitalized account
code (unless building or repair related).

F. Internal Funds
All purchases made at the school level using internal funds shall be initiated by the
principal and shall follow the same procedures prescribed for purchasing in this policy.
12

The purchase order shall include the standards and specifications established by the
Superintendent pursuant to policy 6320 and State Board Rule as well as set forth the
applicable terms and conditions under which the purchase authorized by it is made, and shall
be based upon a requisition originating from the principal or District department head.
Unless State law or Board policy requires a contract, agreements between the School District
and any vendor for the purchase of commodities and services shall be documented by usage
of the School District’s approved standard Purchase Order form. The purchase order shall
include the standards and specifications established by the Superintendent pursuant to this
policy and State Board Rule as well as set forth the applicable terms and conditions under
which the purchase authorized by it is made, and shall be based upon a requisition
originating from the principal or District department head. (Appendix D)
If the standards, specifications, terms and/or conditions of the purchase cannot adequately
be set forth in the Standard Form Purchasing Order then the Director of Internal Services
shall require the use of a Standard Form Contract regardless of the purchase amount. (See
Chapter 5 - Contracts)

Chapter 4
Purchasing Thresholds
I.
Routine Purchases of Commodities and Services up to and including
$1,000. (Appendix A-1)
a. Obtain a quote
b. Enter a requisition (or use Pcard if applicable – see pcard procedures manual)
c. Requisition Reviewed and approved by Department Head or School Principal, Finance
Department, Project, I.T., Internal Services Department, and Superintendent.
d. Purchase Order issued and forwarded to vendor.
e. Commodities and services received
f. Validation of vendor performance
g. Invoice processed for payment
h. Payment released

II.
Routine Purchases of Commodities and Services more than $1,001
up to $4,999 (Appendix A-2)
a. Obtain more than one quote to ensure best value (verbal or written)
b. Enter a requisition (or use Pcard if applicable – see pcard procedures manual)
c. Requisition Reviewed and approved by Department Head or School Principal, Finance
Department, Project, I.T., Internal Services Department and Superintendent.
d. Purchase Order issued and forwarded to vendor.
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e.
f.
g.
h.

Commodities and services received
Validation of completion of job and satisfaction of services/vendor performance
Invoice processed for payment
Payment released to vendor

III. Routine Purchases of Commodities and Services more than $5,000
up to $24,999. (Appendix A-3)
a. Purchases of all commodities and services greater than $5,000 and less than $24,999 require
three written quotes (emails are acceptable) or piggybacking of an awarded competitive
bidding process. Solicit a written price quote from 3 different sources. Maintain quotes in
school purchasing file for audit review. (If the School Board already has an approved contract
from a vendor that can provide the desired commodities or services, then multiple quote
solicitation would not be required).
b. Enter a requisition (or use Pcard if applicable – see pcard procedures manual)
c. Requisition Reviewed and approved by Department Head or School Principal, Finance
Department, Project, I.T., Internal Services Department and Superintendent.
d. If the standards, specifications, terms and/or conditions of the purchase cannot adequately be
set forth in the Standard Form Purchasing Order then the Director of Internal Services shall
require the use of a Standard Form Contract regardless of the purchase amount.
e. Supporting documents and/or a contract (under $25K) are routed for approval, as needed,
through FOCUS.
1. Legal for contractual terms and conditions
2. Risk Management Contract Review for Insurance compliance to minimize risk to the
district
3. Finance Department Contract Review to ensure encumbrance of funds
4. IT Contract Review (if applicable) to ensure compatibility with existing technology and
proposed IT Plan
5. Human Resources (if applicable) to ensure compliance with fingerprinting/background
check requirements for vendors working on property.
6. Internal Services Department Contract Review for completeness of contract and
supporting documentation
f.
g.
h.
i.
j.
k.
l.
m.
n.

Approval of contract from the Superintendent
Executed contract forwarded to the Internal Services Department (if applicable)
Internal Services Department recommends requisition for approval to Superintendent
Approval of requisition into Purchase Order by Superintendent
Purchase Order issued and forwarded to vendor
Commodities and Services Received
Validation of completion of job and satisfaction of services/vendor performance
Invoice Processed
Payment released to vendor

IV. Routine Purchases of Commodities and Services more than $25,000
up to $49,999. (Appendix A-4)
a. Purchases of all commodities and services greater than $25,000 and less than $50,000
require three written quotes or piggybacking of an awarded competitive bidding process.
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Solicit a written price quote from 3 different sources. Maintain quotes in school purchasing file
for audit review.
b. Enter a requisition.
c. Requisition Reviewed and approved by Department Head or School Principal, Finance
Department, Project, I.T., Internal Services Department and Superintendent.
d. If the standards, specifications, terms and/or conditions of the purchase cannot adequately be
set forth in the Standard Form Purchasing Order then the Director of Internal Services shall
require the use of a Standard Form Contract regardless of the purchase amount.
e. Supporting documents and/or a contract are routed for approval as needed, through
GRANICUS / LEGISTAR software.
1. Legal for contractual terms and conditions
2. Risk Management Contract Review for Insurance compliance to minimize risk to the
district
3. Finance Department Contract Review to ensure encumbrance of funds
4. IT Contract Review (if applicable) to ensure compatibility with existing technology and
proposed IT Plan
5. Human Resources (if applicable) to ensure compliance with fingerprinting/background
check requirements for vendors working on property.
6. Internal Services Department Contract Review for purchasing compliance,
completeness of contract, and supporting documentation
f.
g.
h.
i.
j.
k.
l.
m.
n.

Item must be taken in front of the Board of Directors for approval to purchase.
Executed contract forwarded to the Internal Services Department (if applicable)
Internal Services Department recommends requisition for approval to Superintendent
Approval of requisition into Purchase Order by Superintendent
Purchase Order issued and forwarded to vendor
Commodities and services received
Validation of completion of job and satisfaction of services/vendor performance
Invoice processed
Payment released to vendor

IV. Purchases of Commodities and Services over $50,000.
(Appendix A-4)
a. Purchases of commodities and services in excess of $50,000 require formal solicitations of
competitive bids and proposals. Exemptions from competitive solicitations will follow the
guidelines of the F.A.C. 6A-1.012
b. The competitive bid process will take place with the coordination of the Internal Services
Department / Purchasing Division. (Chapter 6)
c. Request for competitive bid solicitation must be submitted to the Director of Internal Services
or Buyer for approval and must include:
1.
2.
3.
4.
5.

Item for bid
Type of bid requested (justification if RFP vs ITB)
List the names and titles of the Bid Review Committee members.
Attach the scope of work or bid specifications for the solicitation.
List the contact person for questions regarding specifications. The contact person is
responsible for notifying the Internal Services Department / Purchasing Division if
addenda to the specifications are required.
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6. Estimated project amount $______________________.
7. Date the bid needs to be approved by the board.
8. List company name, address, phone and fax number for all vendors that should be
notified of this project.
d. Once the bid process is complete and a recommendation for award will be posted by the
Internal Services Department / Purchasing Division.
o. Enter a requisition.
p. Requisition Reviewed and approved by Department Head or School Principal, Finance
Department, Project, I.T., Internal Services Department, and Superintendent.
q. Standard Form Purchasing Contract must be created and signed by vendor.
r. Supporting documents and/or a contract are routed for approval as needed.
1. Legal Department Initial Contract Review for contractual terms and conditions
2. Risk Management Contract Review for Insurance compliance to minimize risk to the
district
3. Finance Department Contract Review to ensure encumbrance of funds
4. IT Contract Review (if applicable) to ensure compatibility with existing technology and
proposed IT Plan
5. Human Resources (if applicable) to ensure compliance with fingerprinting/background
check requirements for vendors working on property.
6. Internal Services Department Contract Review for completeness of contract and
supporting documentation
s. Award of bid results submitted to the Board of Directors for approval.
t. Executed contract forwarded to the Internal Services Department (if applicable)
u. Internal Services Department recommends requisition for approval to Superintendent
v. Approval of requisition into Purchase Order by Superintendent
w. Purchase Order issued and forwarded to vendor
x. Commodities and services received
y. Validation of vendor performance and completion of work to our specifications.
z. Invoice processed
aa. Payment released to vendor

If you need assistance sourcing a particular product or service, contact the Internal Services
Department / Purchasing Division. Contracts may be established for most common
commodities and services.

Chapter 5
Contracts
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If the standards, specifications, terms and/or conditions of the purchase cannot adequately
be set forth in the Standard Form Purchasing Order then the Director of Internal Services
shall require the use of a Standard Form Contract regardless of the purchase amount.
Example:
 Plumbing Services for $1,200 may require a contract with specifics such as time,
location, duration, etc. (If the standards, specifications, terms and/or conditions of the
purchase cannot adequately be set forth)
 Plumbing Commodities of $34,000 for job related equipment and parts would be
covered with the Standard Purchase Order. (Purchase orders over $25,000.00 must
be school board approved)
If a vendor requests that the District’s purchase of commodities or services be by contract, it
will be documented by usage of one of the School District’s approved Standard Form
Contracts, and as well by usage of the approved associated documents created to support
and/or accompany the Standard Form Contract.
If a vendor prefers to not utilize MCSD’s Standard Form Contract, the vendor must submit a
declaration notifying the School District that it is the vendor’s preference to utilize another
contract form, and submit both the declaration and the proposed contract form for initial legal
service review and approval, prior to conducting business.
The latest version of our standard form contract, and all other variations of the contracts, can
be found on our webpage under KeysSchools.com under the forms section.

I. PREPARING A CONTRACT: (Under 25K – A / Over 25K – B)
A. CONTRACTS UNDER $25,000 - Requires Superintendent approval. (Should be done
no less than 30 days in advance of the start date.)
 If using MCSD Standard Form Contract you will need:
 MCSD Standard Form Contract - pull most recent copy from
KeysSchools.com under FORMS
 Insurance Certificate naming MCSD as certificate holder and additional
insured *OR* Insurance Waiver Form (only applies to individuals not
companies) (*not applicable if purchasing goods)
 Copy of requisition payable to vendor enter in FOCUS.
 Attach quote from vendor for goods/services NOTE: If quote references
master agreement or terms and conditions found on a website print those
out and attach to contract for review.
 Have contract signed by vendor prior to routing.
 If using a Vendor’s contract
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 Vendors contract (they sign after we approve)
 MCSD contract refusal package filled out in full including statement,
relationship disclosure, debarment, and e-verify.
 Insurance Certificate naming MCSD as certificate holder and additional
insured *OR* Insurance Waiver Form (only applies to individuals not
companies) (*not applicable if purchasing goods)
 Copy of requisition payable to vendor enter in FOCUS
 Attach quote from vendor for goods/services NOTE: If quote references
master agreement or terms and conditions found on a website print those
out and attach to contract for review.
 If Piggybacking on another entity’s contract you will need:
 Everything applicable under either standard from or vendor contract
(whichever applies) PLUS:
 A copy of the bid that you are piggybacking
 Proof of advertisement of the bid
 The vendor’s bid response notating the pricing that you are going to use
(NOTE – you must be purchasing something listed in that bid solicitation and
at the pricing listed – no exception.)
 The award letter or board minutes from the awarding agency showing that
vendor was awarded the contract.
1. Have MCSD forms signed by vendor and returned to you.
2. Enter the contract in FOCUS / Contract Routing (SEE SECTION IV for step by step
instructions on how to enter in FOCUS)
B. CONTRACTS OVER $25,000 - Requires Board Approval (Should be done 60-90 days
in advance of start date.)
 . If using a MCSD Standard Form Contract you will need:
 MCSD Standard Form Contract - pull most recent copy from
KeysSchools.com under Forms
 Insurance Certificate naming MCSD as certificate holder and additional
insured *OR* Insurance Waiver Form (applies only to individuals not
companies) (*not applicable if purchasing goods)
 Copy of requisition payable to vendor enter in FOCUS.
 Attach quote from vendor for goods/services
 Have contract signed by vendor and returned to you.
 Create an agenda item in Legistar/Granicus and release for routing. (See
Granicus help guide on entering agenda items.)
 If using a Vendor contract you will need:
 Vendor contract
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 MCSD contract refusal package (found on keysschools.com on the forms
page) filled out in full including statement of refusal, relationship disclosure,
debarment, and e-verify.
 Insurance certificate (*not applicable if purchasing goods)
 Copy of requisition payable to vendor enter in FOCUS
 Attach quote from vendor for goods/services
 Have MCSD refusal signed by vendor and returned to you. NOTE: They
will sign their contract AFTER we sign.
 Create an agenda item in Legistar/Granicus and release for routing. (See
Granicus user guide with assistance on entering agenda items.)
 If Piggybacking on another entity’s contract you will need:
 Everything applicable under either standard from or vendor contract
(whichever applies) PLUS:
 A copy of the bid that you are piggybacking
 Proof of advertisement of the bid
 The vendor’s bid response notating the pricing that you are going to use
(NOTE – you must be purchasing something listed in that bid solicitation and
at the pricing listed – no exception.)
 The award letter or board minutes from the awarding agency showing that
vendor was awarded the contract.

II. CONTRACT RENEWAL: (Done when a contract is expiring WITH NO CHANGES)
A. MCSD Contract Renewal Form can only be used if the MCSD Standard Form Contract
was used and if years have not been skipped with no contract. If Vendor contract was
used in lieu of our contract you must sign a new contract with vendor. Follow fill in
instructions as shown.

B. Signature requirements (Superintendent or Board) are based off the dollar amount of
renewal (see section I above for over /under $25,000 values).
C. Contracts should be written for one year in length and can be renewed up to three
times (excerside option 1, 2, 3 of 3 under No 1 in the document sample above) for a
total NTE 4 years. Multi year contracts are not allowed unless under extenuating
circumstances and WITH LEGAL APPROVAL.
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1.
2.
3.
4.
4.
5.
6.
7.
8.

Use MCSD Contract Renewal form.
Fill in the terms requested.
Send to the contractor to be signed by the vendor and returned to you.
Insurance Certificate naming MCSD as certificate holder and additional insured *OR*
An updated Certificate of Insurance /Insurance Waiver Form (only applies to individuals
not companies)
Copy of requisition payable to vendor entered in FOCUS.
Attach quote from vendor for goods/services
Pull copy of original contract and any renewals and attach to renewal to document
terms throughout contract. (You can pull contract copies from Filebound.)
Process via FOCUS or GRANICUS/LEGISTAR based on the contract dollar amount
(under 25K / over 25K) via the procedures listed above.

NOTE ON RENEWALS: If you are renewing and you need to change a term in the
original contract (ie: Increase the amount, add services, etc) then use CONTRACT
RENEWAL WITH ADDENDUM.

III. CONTRACT RENEWAL WITH ADDENDUM: (Done when a contract is expiring
AND you need to make changes (add to or remove from).)
A. Follow fill in instructions from CONTRACT RENEWAL Section II above with addition of
item Contract Item 3 which is outlined below as to how to fill in:

IV. CONTRACT ADDENDUM:
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Used when an existing, active, contract needs to be modified. Method of signature the
same as those listed above (under $25,000 Superintendent/ over $25,000 Board).
Example: The dollar amount of the contract needs to be increased.

1.
2.
3.
4.

Use MCSD Contract Addendum form
Fill in the terms that need to be modified (shown above.)
Send to the contractor to be signed by the vendor and returned to you.
Pull copy of original contract and any renewals and attach to renewal to document
terms throughout contract. (You can pull contract copies from Filebound.)
5. IF INCREASING DOLLAR AMOUNT a new requisition payable to the vendor for the
increased amount.
6. Process via FOCUS or GRANICUS/LEGISTAR based on the contract dollar amount
(under 25K / over 25K) via the procedures listed above.
NOTE: Forms should always be pulled from the website as legal does make revisions as
statutes change. We will accept prior versions of the contracts for 30 days after the revision
date. After 30 days the contracts would need to be updated and re-signed prior to being
routed.

IV. CONTRACT ROUTING
A. FOCUS (UNDER $24,999)
1. Forms
MCSD Contracts must be pulled from the District webpage to ensure the most recent
version is used. Forms can be found under Staff / Forms or by clicking the attached link
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https://fl02202360.schoolwires.net/Page/5806 but there is also a link on the routing
form.
a. Contract Standard Form
b. Contract Addendum - **Used during a contract to make changes
c. Contract Renewal ** Used to renew contracts for the 3 years after a Standard
Form Contract signed.
d. Contract Renewal with Addendum **Used when renewing a contract and a
change needs to be made

2. Contract Requirements – Can be found in the Purchasing procedures under chapter 5.
3. Contract Signatures –
a. MCSD contracts require vendor signature prior to routing and district signature
which executes the contract.
b. Vendor contracts require MCSD to sign first, route, then send to the vendor and
they return, signed, indicating an executed contract.
4. Contract Routing
a. From FOCUS – ERP go to Forms/Contract Routing Sheet
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b. Fill out the contract routing form.
1. Fill out your information as requestor and then use link provided to take you to
the Sharepoint folder to upload the contract (NOTE: Contract should be
uploaded as one pdf document (including everything outlined above.)
2. Fill out contract details per the instructions on the contract routing sheet.
3. ONLY FILL OUT PAGE 2 INSURANCE WAIVER IF IT APPLIES –
OTHERWISE LEAVE BLANK
4. Scroll to the top of the form and hit SUBMIT REQUEST
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c. Approval Routing - Once submitted, FOCUS will route the form to contract review
team.
1. Each person will get an email notification when the form has been routed to
them which they can click on OR you can go to the ALERT section when
logged in to FOCUS – ERP.

24

2. Click on view

3. Click on the CONTRACT ROUTING FOLDER link at the top of section two
(approvals) which will take approvers to the specific folder where the files are
located for review.

4. Come back to the approvals page in FOCUS where you can either
a. Send Back to Originator – if you need additional documents.
b. Approve – enter the date, comment, sign and scroll up to the top to click the
APPROVE button in green.
c. Deny – enter date, comments showing what is wrong/missing and then
scroll up to the top to click DENY in red.

d. Records/ Contract Upload to Filebound – During records review, the
contract will be signed by Superintendent, saved to Filebound, and then
sign off in FOCUS .
NOTE: If you are using a vendor contract which requires MCSD sign
first, Records will email you the contract with MCSD signature for
submission to the vendor for their final signature. Until we receive a
copy of the executed contract back this item will remain pending in
FOCUS.
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e. Notification Contract is complete - Focus will then notify the contract
originator once the contract routing is complete.

f. Copies of the executed contract can be pulled from Filebound

g. A history of your requests can be found under Contract Routing where you
will now have a history of your submissions and where they are in the
approval process, etc.
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Chapter 6
Competitive Solicitation/ Bidding
General
The Director of Internal Services or designee shall be responsible for continually estimating
the needs of the school system and making quantity purchases accordingly. All purchases
where the item or group of items exceeds $50,000.00, which is the amount stipulated by the
Board in Policy 6320, shall be made on the basis of competitive solicitation bids and
proposals, except in emergencies as provided herein.
In most cases, if you are purchasing any off the shelf goods our district purchase order will be
adequate. Almost all services, any purchase for custom goods, and any purchases resulting
from a competitive solicitation should be purchased using our standard form contract. If there
is a question as to whether a contract is required, please contract someone in the internal
services office for assistance.

Terms and Conditions for Competitive Solicitation
All solicitation packages must include the following language regarding the terms and
conditions for the solicitation.

GENERAL TERMS & CONDITIONS
1. PREPARATION OF PROPOSALS:
- a) Bidder’s Liability: Respondents are expected to examine the specifications and all special and general conditions,
requirements, and instructions. Negligence on the part of the respondent to make the necessary examinations and
investigations, visit appropriate site locations and become familiar with ALL locations covered under this solicitation, or
failure to fulfill, in every detail, the requirements of the contract documents, will not be accepted as a basis for varying the
requirements of the district or for paying additional compensation to the contractor. Failure to do so is at the contractor’s risk.
Failure to follow the instructions contained in the solicitation for completion of a solicitation response is cause for rejection of
a proposal.
- b) Submittal of Proposals: PROPOSALS MUST BE SUBMITTED ELECTRONICALLY TO DEMANDSTAR.COM. Hard
copy or email proposals will not be accepted. Any company not responding to this request with either a proposal or a “NO
BID” may be removed from the active broadcast list.
- c) Receipt of Proposals: The Internal Services Department / Purchasing Division is not responsible for timely submission
of proposals. The Respondent is responsible to allow adequate upload time ensuring confirmation of submission from
DemandStar is received by the specified due date and time.
- d) Minimum Required Documents: The following documents must be returned with your proposal to be considered
responsive:
i) Completed and signed Invitation Package
ii) Completed Proposal form(s)
iii) Certificate of Insurance
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- e) Forms: All proposals must be submitted on and comply with the proposal forms provided. If additional space is required,
the respondent may submit an attachment which will become part of the proposal response. The Invitation Package must be
signed by the owner or authorized officer/agent of the company submitting a proposal or the proposal will be rejected. Hard
copy, facsimile (FAX), or email proposals will not be considered.
- f) Quoted Prices: Prices are to be submitted in accordance with the quantities required, which appear in the solicitation
invitation. Unit prices will prevail over extended totals whenever the extended amount is in conflict with the estimated
quantity (x) the unit price. When a total group price of two or more distinct items is requested, the Internal Services
Department / Purchasing Division reserves the right to verify mathematical extensions and totals, correct extensions and
totals if necessary and recommend an award based upon the overall group total.
- g) Freight Terms: All items are to be proposed FOB destination with all transportation charges prepaid and included in
the proposal prices and title transferring to the district at the time of delivery, unless otherwise stated in solicitation. Any
exceptions to these freight terms taken by the respondent must be clearly stated in the respondent’s proposal. The Internal
Services Department / Purchasing Division will evaluate any such exceptions and determine if the exception constitutes
grounds for rejection of the respondent’s proposal.
- h) Item Specifications: Specifications in this document may reference specific manufacturers’ products and list their model
or part numbers, followed by the words “or equal” or “approved brands”. Unless the words “only” or “No Substitutes” is used
in place of “or equal”, these references are intended to establish a quality and performance standard only. Anything listed,
herein, of a proprietary nature is done so without express knowledge or intent to exclude other manufacturers’ products from
consideration.
i) The term ”No Substitutes” or “Only” may be used when compatibility with other articles or materials is required or
if standardization is desired.
ii) Any item proposed as an alternate which lacks sufficient descriptive literature or technical information to enable a
complete comparative analysis, may prevent its consideration.
iii) If the respondent does not clearly state in their proposal that an item proposed is an alternate to that specified,
the respondent must furnish the specified item upon receipt of a purchase order or else be declared in breach of contract.
- i) Insurance Certificate: When an insurance certificate is required, detailed specifications for this insurance will be
included in the Insurance Requirement section of the solicitation.
- j) Product Certification: When product certification is requested, the respondent must submit a signed, notarized affidavit
along with their proposal attesting that the item meets all specifications requested.
- k) Proposal Organization: Respondents are expected to organize their proposals in such a manner as to facilitate the
evaluation process. Proposals should be keyed or indexed to correspond with this solicitation. Responses should be
correlated to the specific Submittal, Criterion, Section or Paragraph Number of the Competitive Solicitation or Request for
Qualifications being addressed. District staff will make a reasonable effort to locate information in the proposals; however,
failure to follow this suggested format may make location of critical submittal information difficult, possibly resulting in a loss
of appropriate point credit or complete rejection of your proposal.
2. INQUIRIES/INFORMATION: Any questions by prospective respondents concerning requirements of this solicitation
should be addressed by e-mail to Jessica.Bailey@KeysSchools.com. The Internal Services Department / Purchasing
Division will assist vendors and facilitate questions to the appropriate individuals as deemed necessary. Requests for
interpretation of the solicitation or additional information should be communicated to the Internal Services Department /
Purchasing Division by e-mail prior to the “Last Day for Submission of Written Questions” period listed on the Calendar of
Events. Vendors are encouraged to visit www.demandstar.com to obtain this information The following information is
available from this location, 24 hours per day, 7 days per week:
• A copy of a solicitation packet for a contract or project currently issued and any associated addenda (It is the
respondent’s responsibility to check www.demandstar.com frequently for an updated list of issued addenda)
• A listing of solicitations scheduled for award
• Historical solicitation award information
• A copy of all required documentation
3. ACCEPTANCE AND WITHDRAWAL OF PROPOSALS: A proposal (or amendment thereto) will not be accepted by the
Internal Services Department / Purchasing Division after the time and date specified for the proposal opening, nor may a
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proposal (or amendment thereto) which has already been opened in public be withdrawn by the respondent for a period of
ninety (90) calendar days after the proposal opening date and time, unless authorized by the Superintendent. By written
request to Superintendent, the respondent may withdraw from the solicitation process and ask to have their sealed proposal
returned at any time prior to the closing date and time for the receipt of proposals.
4. AMENDMENT & CANCELLATION: The Internal Services Department / Purchasing Division reserves the right to cancel,
recall and/or reissue all, or any part, of this solicitation or request for proposal, at any time, if it is found to be in the best
interest of the district to do so.
5. SOLICITATION OF DISTRICT EMPLOYEES & ACCEPTANCE OF GRATUITIES: The district expressly prohibits
respondents from making any offer of employment or any other offering of value to any employee of the district who is
directly or indirectly involved in the development, solicitation or evaluation and subsequent recommendation for award of this
solicitation.
6. QUALIFICATIONS OF RESPONDENT: Proposals will be considered only from contractors, manufacturers, authorized
distributors or dealers who are normally engaged in the manufacture, sale or distribution of the materials or services
requested herein. The respondent must have adequate organization, facilities, equipment and personnel to ensure prompt
and efficient service to the district. The Internal Services Department / Purchasing Division expressly reserves the right to
reject any proposal if it determines that the business and technical organization, equipment, financial and other resources, or
experience of the respondent, compared to work proposed, justifies such rejection.
7. CONFIDENTIALITY OF STUDENT RECORD INFORMATION: Student record information may be provided to vendors to
enable them to respond to a sealed competitive solicitation or to a Request for Proposal, or to perform under a contract
already awarded to them. Vendors are hereby notified that any such student record information must be kept strictly
confidential and may not be released to any other person or entity without authorization, pursuant to FS. 228.093 and Rule
6A-1.0955, FAC. Failure to comply with this directive could result in civil liability.
8. NON COLLUSION: The respondent, by affixing its signature to this proposal, certifies that its proposal is made without
previous understanding, agreement, or connection with any person, firm or corporation making a proposal for the same
item(s), and is in all respects fair, without outside control, collusion, fraud, or otherwise illegal action.
9. CONFIDENTIALITY OF INFORMATION SUBMITTED BY RESPONDENT: The district reserves the right to retain all
copies of respondents’ proposals and associated documentation submitted. Under Florida’s public records laws, sealed
proposals received by the district pursuant to competitive solicitations or requests for proposals may only be kept confidential
until such time as the district provides notice of a decision or intended decision or within 30 days after the proposal opening,
whichever is earlier. Vendor requests to hold certain submitted materials or information in confidence cannot generally be
honored. If a vendor feels that public scrutiny of certain information requested in the solicitation documents could be
detrimental to its business, the vendor should notify the district and cite the governing statute which exempts such material
from public scrutiny.
In the matter of solicitations requiring a negotiation process; If the District rejects all sealed replies, the records may remain
exempt from Florida Statute 119.07 until such time as the District provides notice of a decision or intended decision pursuant
to Florida Statute 120.57(3)(a) concerning the reissued invitation or until the District withdraws the reissued invitation.
Records may not remain exempt for longer than 12 months after the initial notice rejecting all replies. (FS 286.0113(3))
10. SUBCONTRACTING: The respondent must describe in their proposal, all responsibilities that the respondent anticipates
assigning or subcontracting, identify all the subcontractors and also describe how the respondent will manage these
subcontractors. The vendor will be held directly responsible and liable for the actions of all of its subcontractors and the
actions of its subcontractors’ employees.
11. INTELLECTUAL PROPERTIES: If this agreement specifically provides for product development work on behalf of the
District, any discovery, invention or work product produced for the District under this contract shall be the sole and exclusive
property of the District. The vendor assigns to the District any and all claims of any kind, type or nature to such property,
including but not limited to patent rights, copyrights and rights in data, arising out of the specific development covered by
such agreement. Unless specifically agreed by the parties in writing, this paragraph will not apply to customizations of
vendor’s product. Any intellectual property rights arising out of such customizations will be the property of vendor. The
parties acknowledge that if this Agreement does not specifically include the funding of any development, then all products,
processes, or similar works developed and/or prepared by vendor in the course of this Agreement shall be the exclusive
property of the vendor.
12. PUBLIC ENTITY CRIME & CONVICTED VENDOR LIST: Per the provisions of Florida Statute 287.133 (2)(a), “A person
or affiliate who has been placed on the convicted vendor list following a conviction for a public entity crime may not submit a
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proposal on a contract to provide any goods or services to a public entity, may not submit a proposal on a contract with a
public entity for the construction or repair of a public building or public work, may not submit proposals on leases of real
property to a public entity, may not be awarded or perform work as a contractor, supplier, subcontractor, or consultant under
a contract with any public entity, and may not transact business with any public entity in excess of the threshold amount
provided in Florida Statute 287.017 for CATEGORY TWO for a period of 36 months from the date of being placed on the
convicted vendor list”.
13. PROPOSAL PREPARATION COSTS: The costs to develop the proposal are entirely the responsibility of the
respondent, and shall not be charged in any manner to the district. This includes, but is not limited to, the direct cost of the
respondent’s personnel assigned to prepare the respondent’s response to this solicitation and any out-of-pocket expenses
(including, but not limited to, travel, accommodation, supplies) incurred by the respondent in preparing their proposal.
14. VARIANCE TO SOLICITATION DOCUMENTS: For the purpose of proposal evaluation, respondents must clearly
stipulate any or all variances to the solicitation documents or specifications, no matter how slight. If variations are not stated
in the respondent’s proposal, it shall be construed that the proposal submitted fully complies in every respect with our
solicitation documents.
15. ADDENDA TO SOLICITATIONS IN PROCESS: Interpretations of the solicitation, clarification of solicitation
specifications and requirements or changes to the solicitation which have a material effect will be documented and
communicated to respondents only by written addenda posted on www.demandstar.com. Verbal responses to
respondents’ questions do not constitute an official response unless documented in the form of written addenda and shall be
considered inadmissible in bid protest proceedings. All such written addenda should be acknowledged on the “Addendum
Acknowledgement Form” or by returning a copy of the signed addendum along with your proposal as proof of receipt.
Failure to acknowledge such addenda may constitute cause for rejection of your proposal. Hard copy, telegraph, facsimile, or
email acknowledgements of addenda will not be accepted.
16. FLORIDA STATE CONTRACTS & FLORIDA DEPARTMENT OF EDUCATION CONTRACTS: If a company currently
holds a contract with the State of Florida, Department of Management Services, Division of Purchasing or the Florida
Department of Education (FDOE), to supply the products or services requested in this solicitation, the respondent shall quote
not more than the prices listed in these approved contracts. Failure to comply with this request may result in disqualification.
The Internal Services Department / Purchasing Division reserves the right to reject all proposals and purchase from State
contracts or FDOE contracts if doing so represents the best interests of the district.
17. SAFETY REQUIREMENTS: All items proposed must comply with ALL applicable safety requirements as required by
Federal, State and local regulations, OSHA & EPA guidelines, and any other laws and regulations that govern the item(s) or
services requested in this solicitation. All electrically operated equipment shall be UL® rated or approved. Corded equipment
shall have a 3-wire grounded power cord or be double insulated and labeled as such.
18. PURCHASE OF MATERIALS WITH RECYCLED CONTENT: The Internal Services Department / Purchasing Division
will seek alternative proposals, whenever possible, for select products containing recycled materials. Such products shall be
purchased as long as all specifications are met and the price does not exceed an amount 10% more than the cost of
comparable products made from 100% virgin materials.
19. MANUFACTURER’S CERTIFICATION: The Internal Services Department / Purchasing Division reserves the right to
request a separate letter from the manufacturer of the products proposed certifying that all statements and claims made in
the proposal are true, and that all products proposed meet or exceed the specifications stated in the solicitation documents.
20. SOLICITATION QUANTITIES: Quantities listed in the solicitation are estimates provided for respondent information
purposes only. No guarantee is given or implied as to the exact quantities which will be purchased from this solicitation. The
district reserves the right to increase or decrease all estimated quantities during the term of this contract or to delete any item
or items as it deems appropriate, without affecting the proposal pricing or the terms and conditions of the solicitation.
21. METHODS OF AWARD:
- a) “By Item”: Each item in the solicitation may be awarded individually to the lowest responsive and responsible
respondent.
- b) “All or None by Group, Section or Category”: The solicitation will/may be divided into Groups, Sections or Categories
of similar types of items when it would be impractical to split the award to multiple vendors. Each Group, Section or Category
will be awarded to the lowest responsive and responsible respondent for all items contained within the Group, Section or
Category. Respondents are required to propose on all items within the Group, Section or Category in order to be considered
for award of that Group, Section or Category. After proposals are opened and tabulated, the Internal Services Department /

30

Purchasing Division reserves the right to delete one or more items within a Group, Section or Category and recommend
award of the balance of the items contained within that Group, Section or Category, when to do so represents the best
interests of the district.
- c) “All or None” The solicitation will/may be awarded to all respondents to the solicitation, or may be awarded to no
respondents. In the event of awarding to no respondents, the school district will issue a “Notice to Reject All Bids”.
- d) “Primary & Secondary Suppliers or Contractors”. The solicitation is awarded to both a Primary and a Secondary
supplier or contractor when it is critical to have a backup source of supply, or when it is anticipated that only one vendor
cannot effectively handle the volume of business generated under the contract. In the event that the Primary supplier or
contractor cannot perform in accordance with the district’s needs, the district reserves the right to use the Secondary
supplier or contractor at its sole discretion. The Primary and a Secondary suppliers or contractors are defined as the two
lowest Responsive and Responsible respondents.
- e) “Rotating Short List of Contractors”. An RFQ is awarded to a short list of Responsive and Responsible contractors,
the number of which is pre-defined in the solicitation documents. The district will use a list of selection criteria to determine
eligibility to make the short list. Project work is rotated through the short list as it is identified. Every effort is made to
equitably distribute the workload amongst all contractors.
- f) “Qualified Supplier Sourcing” An RFQ (Request For Qualifications) is awarded to a listing of suppliers based on
qualification criteria. The district will use a list of selection criteria to determine eligibility and award consideration.
22. DELIVERY LEAD TIME: Each respondent shall state the number of consecutive calendar days they require after receipt
of order (A.R.O.) to either complete delivery or provide the requested services in the space provided on the Proposal form.
The length of time to complete a project and deliver all of the items ordered could be a factor in awarding this solicitation. If a
finite number of days have been specified for delivery or project completion, this deadline must be met. If a finite number of
days have not been specified in the solicitation and the respondent has not stipulated a specific lead time for delivery in their
proposal, orders will be considered delinquent after 30 days from the issue date of the purchase order.
23. TAXES: Purchases are exempt from ALL Federal excise and State sales tax.
24. FISCAL NON-APPROPRIATIONS CLAUSE: In the event sufficient budgeted funds are not available for a new fiscal
period, the Internal Services Department / Purchasing Division shall notify the vendor of such an occurrence and the contract
shall terminate on the last day of the current fiscal period without penalty or expense to the district.
25. SOLICITATION SAMPLES: The respondent shall provide product samples, without charge, when requested. Criteria
used to determine compliance with specifications include, but are not limited to; performance, delivery lead time,
workmanship, fit and finish, compatibility with existing stock, and durability. If the sample is not consumed through testing, it
will be returned to the respondent when said request is submitted with the proposal. Unused samples will be returned at the
respondent’s risk and expense. The successful respondents’ samples may be retained until all the terms of the purchase
order or contract have been fulfilled. All samples are to be submitted at the place indicated in the Special Conditions
section of the solicitation in accordance with the instructions outlined therein.
26. PROMPT PAYMENT DISCOUNTS: Only prompt payment discounts offered for thirty (30) days or longer will be taken
into consideration when determining lowest proposal.
27. TIE PROPOSALS: In the case of identical qualified proposals, if all other considerations are equal, the Board prefers to
purchase within the District from established local vendors.
28. ERRORS AND OMISSIONS: In the event an error or obvious omission is discovered in a respondent’s proposal, either
by the Internal Services Department / Purchasing Division or the respondent, the respondent may have the opportunity of
withdrawing their proposal, provided they can produce sufficient evidence to document that the error or omission was clerical
in nature and unintentional. Actual original copies of working papers, calculations, etc., may be requested at the Internal
Services Department / Purchasing Division’s discretion, to support the validity of such a request. This privilege shall not
extend to allowing a respondent to change any information contained in their proposal; however, in the event of a minor
omission or oversight on the part of the respondent, the Internal Services Department / Purchasing Division (or designee)
may request written clarification from a respondent in order to confirm the evaluator’s interpretation of the respondent’s
response and to preclude the rejection of their proposal, either in part or in whole. The Internal Services Department /
Purchasing Division will have the authority to weigh the severity of the infraction and determine its acceptability. Informalities
and improprieties may be waived if deemed to be in the best interest of the district to do so.
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29. BASIS OF AWARD OF SOLICITATIONS: When price and specification compliance are the primary criteria for making
the vendor selection, the Superintendent will recommend the lowest responsive and responsible respondent(s) to the Board.
A "Responsive” Respondent is defined as one whose proposal is in substantial conformance with the material requirements
of the solicitation. A Respondent who substitutes its standard terms and conditions for the district’s, or who qualifies its
proposal in such a manner as to nullify or limit its liability to the district will be considered non-responsive. A "Responsible"
respondent is defined as one who is able to satisfactorily perform the work described in the Competitive Solicitation or
request for proposal. The district may apply all, or any part of the following criteria to measure a Respondent’s degree of
responsibility
• Size of firm
• District’s past experience with firm
• Financial status of firm
• Capabilities of Management and Technical staff
• Labor relations
• Internal procedures of the firm
• Capacity of the firm
• Bonding capacity
• Reputation of firm among its peers
• Customer references
• Service after the sale
• Facilities and reserve facilities
• Location of firm
• Location of service facilities
• Professional credentials
When additional criteria other than price must be considered, a point system may be used to make the vendor selection, the
Superintendent will then recommend the vendor receiving the highest point score to the Board. Slight variations or
irregularities may be accepted by the Board if either is found to be in its best interest of the district to do so.
30. REJECTION OF PROPOSALS: A proposal may be rejected by the Internal Services Department / Purchasing Division if
it is non-responsive or the respondent is determined to be not responsible. A proposal is not officially rejected until the
School Board approves the recommendation. Proposals may not be rejected frivolously to avoid a protest or litigation. The
Board reserves the right to reject any or all proposals received.
31. NOTICE OF INTENT TO AWARD SOLICITATIONS: Once proposals are evaluated and a recommendation for award is
received by the Internal Services Department / Purchasing Division, a Notice of Intent to Award will be posted on
www.demandstar.com. The recommendation for award is not official until approved by the School Board. Intent to Award
Notices are normally posted on or about two weeks preceding the Board meeting date listed on the Calendar of Events.
Occasionally a supplemental posting may occur after the regular posting if it is essential to include the award on the next
Board agenda. This schedule may vary depending on the Board meeting schedule from month to month. Since this
information is available as outlined above, the Internal Services Department / Purchasing Division will not mail or
fax intent to award notices to all respondents.
32. BID PROTEST: If a respondent wishes to protest a solicitation, they must do so in strict accordance with Monroe County
School Board Policy 6320. Copies of this procedure are included in the solicitation document and are also available at
www.KeysSchools.com Any person who files an action protesting the solicitation specifications or a decision or intended
decision pertaining to this solicitation pursuant to FS 120.57(3)(b), shall post with the Internal Services Department /
Purchasing Division at the time of filing the formal written protest, a bond payable to the Monroe County School District in an
amount equal to 5 percent (5%) of the total estimated contract value, but not less than $10,000 nor more than $25,000,
which bond shall be conditioned upon the payment of all costs which may be adjudged against the protester in the
administrative hearing in which the action is brought and in any subsequent appellate court proceeding. In lieu of a bond, a
cashier's check, or certified bank check, will be an acceptable form of security.
Failure to file a protest within the time or manner prescribed shall constitute a waiver of proceedings.
Any person who is adversely affected by the District’s decision or intended decision concerning a proposal solicitation or a
contract award shall file with Superintendent a written notice of protest within seventy-two (72) hours after posting of the
notice of the decision or intended decision. Saturdays, Sundays and legal holidays shall be excluded in the computation of
the 72-hour time periods. The formal written protest shall be submitted by the person within ten (10) days after filing the
notice of protest. Failure to file a formal written protest shall constitute a waiver of proceedings under Chapter 120, Florida
Statutes. A protest is officially filed when it is received in the Internal Services Department / Purchasing Division. The formal
written protest shall contain the following: (a) name, address, and file or identification number, if known, of the affected
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agency. (b) Name and address of the affected party (c) a state of the ultimate facts upon which the protest is based: and, (d)
such other information as deemed relevant the issue.
33. NOTIFICATION OF SOLICITATION AWARD: After the Board awards a solicitation, the Internal Services Department /
Purchasing Division will issue an official award letter, a purchase order, or both, which will authorize the respondent to
commence delivering materials or providing services.
34. AUTHORIZATION TO PERFORM UNDER A CONTRACT: All purchases must be properly authorized in advance.
Vendors must first obtain either a printed purchase order, a purchase order number or a purchasing card account number
before commencing performance under a contract. Vendors shall take no directions to modify (increase, change, decrease,
cancel) a purchase order, once issued, from anyone other than the buyer listed on the purchase order. Additional work must
be authorized in advance by the buyer who will issue either a change order to the original purchase order or a supplemental
purchase order. The vendor assumes all liability for any costs or damages incurred and payment will be denied for additional
work if this procedure is not strictly followed.
35. POINT OF CONTACT: The district will consider the selected respondent(s) to be the sole point of contact with regard to
all contractual matters, including payment of any and all charges.
36. ASSIGNMENT OF CONTRACT: The final contract to be awarded and any resulting amounts to be paid shall not be
transferred, pledged, or assigned without the prior written approval of the district.
37. LICENSES AND PERMITS: The vendor shall obtain and pay for all necessary licenses, permits, and related documents
required to comply with the solicitation specifications. The vendor shall save and hold harmless the district as a result of any
infraction of the aforementioned.
38. CONDITION OF ITEMS: Unless otherwise specified in the Special Conditions section of the solicitation, all items
requested must be new, the latest model manufactured, first quality, carry the manufacturer’s standard warranty and
be equal to or exceed the specifications listed in the solicitation. Proposals on “used, remanufactured or reconditioned
equipment” or “blems or seconds” will not be considered unless specifically requested in the solicitation documents.
39. INSPECTION: The district reserves the right to have inspectors on the premises of the respondents or manufacturers at
any time during the manufacturing or assembly process to verify compliance with solicitation specifications.
40. PACKAGING: All products require adequate packaging to protect them from damage in transit. Packaging must fully
cover and protect merchandise. Vendors must fully comply with all special packaging requirements, if and when specified in
the solicitation document. When corrugated carton packaging is specified, poly wrap or blanket wrap will not be acceptable.
Respondents are requested to provide products with environmentally safe packaging if at all possible. The district assumes
no responsibility for damage of any kind incurred while the items are in transit. Respondents may adjust unit packaging up or
down only when attempting to reach the next standard unit pack. Otherwise, only exact quantities requested will be accepted
and no overages will be allowed.
41. STANDARDS OF CONDUCT: Vendors awarded a contract will be held to the same standards of conduct as employees
of the school district while conducting business with the district. These standards, as defined in School Board policies, will
apply not only to employees of the vendor, but also to the employees of its subcontractors. Standards of Conduct are located
at www.KeysSchools.com.
42. ITEM SUBSTITUTIONS & DISCONTINUATIONS: Under no circumstances may a vendor substitute a different product
for any item they were awarded from this solicitation, without prior approval from the Internal Services Department /
Purchasing Division. In the event an awarded item is discontinued by the manufacturer or the vendor no longer offers the
item in their product line during the term of this solicitation, the vendor must provide an acceptable substitute item at a
mutually acceptable negotiated price, or risk being found in default. The vendor must file a written request with the Internal
Services Department / Purchasing Division and be granted approval to substitute, in writing, before any substitution may be
made. Requests to substitute should be accompanied by complete detailed, technical specifications for the proposed
substitute item, and a sample, if requested. The district reserves the right to purchase on the open market while negotiations
are being conducted.
43. RECEIPT OF MERCHANDISE & DELIVERY NOTIFICATION: The purchaser reserves the right to reject any and all
materials or products delivered which, in its opinion, do not comply with the solicitation specifications, within 5 calendar days
of receipt. All materials or products rejected by the purchaser shall be promptly removed and replaced by the vendor at no
charge. All shipments are to be off-loaded from the delivery vehicle to the loading dock or brought inside the building if the
facility has no loading dock. The exception will be for materials obviously intended for outdoor use. Deliveries shall be made
between the hours of 9:00 AM and 3:00 PM, Monday through Friday, excluding holidays, unless stipulated. Exceptions to
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this schedule will be stated in the Special Conditions or on the purchase order. For shipments which may require the
assistance of district personnel to off-load merchandise, or when the purchase order specifies vendor installation, the person
to whose attention the items are being shipped should be notified a minimum of forty-eight (48) hours prior to delivery to
allow sufficient time to prepare the area.
44. EQUIPMENT DEAD ON ARRIVAL (D.O.A.): Any product shipped which arrives inoperable or ceases to function within
seven (7) business days of the initial installation shall be considered DOA and shall be replaced by the vendor with a new
product identical to the one ordered within 30 days of notification at no charge to District.
45. INVOICES AND PAYMENT TERMS: All invoices, packing lists, and correspondence should reference our purchase
order number. Unless otherwise stated in the Special Conditions, payment will only be made after the merchandise or
services have been:
• Received complete or substantially complete;
• Inspected and found to comply with all specifications and be free of damage or defect;
• Properly invoiced. A minimum of thirty (30) days is required for payment. Photocopies of original invoices may be
sent to other district personnel if they request it, but the original copies must be sent to the District. Failure to follow
this procedure may result in payment delays. Occasionally, a school may issue its own internal purchase order.
Invoices associated with a school’s internal purchase order should be submitted directly to the school for payment.
46. BREACH OF CONTRACT AND TERMINATION FOR CAUSE: The District reserves the right to terminate this contract
for cause. The failure of the vendor to comply with any provision of this contract shall constitute a breach of contract and just
cause for termination. Prior to the district terminating a contract, the Superintendent will initiate an internal review of the case
in which the vendor may be invited to participate. If after examining the facts surrounding the case, the Superintendent feels
that sufficient grounds exist to declare the vendor in default, he or she shall notify the vendor in writing, making specific
reference to the provision(s) that gave rise to the default. The vendor shall then be entitled to a period of five (5) working
days from receipt of such notice in which to cure the breach. If the breach is not cured within the five (5) day period, the
Superintendent (or designee) shall serve a written notice of termination on the vendor, which shall become effective thirty
(30) calendar days from the vendor’s receipt of such notice. The failure of either party to exercise this right shall not be
considered a waiver of such right in the event of any further breach or non-compliance.
47. RENEWAL OF SOLICITATIONS: This Contract may be renewed for a period that may not exceed three (3) years or the
term set forth above, whichever period is longer. The compensation for the renewal term shall be determined prior to renewal
of this contract and is subject to approval by the MCSB. Further, renewal of this contract is contingent upon a determination
by the MCSB that the services have been satisfactorily performed, that the services are needed and upon availability of
funds.
48. ADMINISTRATIVE REGULATION ON FINGERPRINTING: All Vendors awarded contracts that require contractors,
workers, or subcontractors to perform services on school facility grounds will comply with The Jessica Lunsford Act. The
expense of fingerprinting individuals is to be borne by the contractor or person finger printed unless waived by the
Superintendent. In accordance with the legislative mandate set out in sections 1012.32, 1012.465 and 435.04, Florida
Statutes (2005) as well as with the requirements of HB 1877, The Jessica Lunsford Act (2005), effective September 1, 2005,
Contractor agrees that all of its employees and sub-contractors, including employees of sub-contractors, who provide or may
provide services under this Contract have completed all background screening requirements through a Monroe County
School Board designee pursuant to the above-referenced statutes. It is recognized and agreed that the provisions and
exceptions relating to the dictates of The Jessica Lunsford Act, and codified at sections 1012.321, 1012.465, 1012.467 and
1012.468 of the Florida Statutes, shall apply to the requirements of this paragraph where so applicable.
49. CIVIL RIGHTS COMPLIANCE: The Contractor certifies it is in compliance with the Office for Civil Rights requirements
with respect to nondiscrimination on matters related to race, sex, handicap or age, and the contractor further agrees that it
shall not discharge; fail or refuse to hire; limit, segregate, or classify employees or applicants for employment opportunities or
adversely affect any individual’s status as an employee; or otherwise to discriminate against any individual with respect to
compensation, terms conditions or privileges of employment, because of such individual’s race, color, religion, sex, national
origin, age, handicap or marital status except as may otherwise be provided by law or as a result of a bona fide occupational
qualification reasonably necessary for the performance of the particular employment.
50. FEDERAL LAW COMPLIANCE: The Contractor certifies it is in compliance with applicable provisions of the Civil Rights
Act of 1964; Title IX of the Education Amendments Act of 1974; Section 504 of the Rehabilitation Act 1973; The Individuals
with Disabilities Education Act; and the Immigration Reform Act of 1986, all as may be amended from time to time.
51. VENDOR CONDUCT DURING SOLICITATION: Respondents to this solicitation or persons acting on their behalf may
not contact, between the release of the solicitation and the end of the 72-hour period following the agency posting the notice
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of intended award, excluding Saturdays, Sundays, and state holidays, any employee or officer of the executive or legislative
branch concerning any aspect of this solicitation, except in writing to the procurement officer or as provided in the solicitation
documents. Violation of this provision may be grounds for rejecting a response.

Authority
The School Board of Monroe County’s Policy 6320 requires Competitive solicitation bidding
for purchases of commodities and services estimated to cost in excess of $50,000.00.
The Monroe County School District reserves the right, at its sole discretion, to accept or reject
any and all bids and to waive informalities when it is in the interest of the Board to do so.

Bid Exceptions
Notwithstanding anything herein to the contrary, there shall be no requirement to solicit bids
and any such requirement is expressly waived for the following:
1. Purchases made at or below the unit prices in contracts awarded by other Federal,
State, city or county governmental agencies, other school boards, community colleges,
or State university system cooperative bid agreements when the bidder awarded a
contract by another entity will permit purchases by the School Board at the same
terms, conditions, and unit prices awarded in such contract, and such purchases are to
the economic advantage and in the best interest of the School Board. (i.e., piggyback).
2. Purchases made from prices established by the Department of Management Services,
Division of Purchasing through its State negotiated agreement price schedule.
3. Purchases made through the pool purchase providers in F.S. 1006.27.
4. Purchases of professional services which shall include, without limitation, artistic
services; academic program reviews; lectures by individuals; auditing services not
subject to F.S. 218.391; legal services, including attorney, paralegal, expert witness,
court reporting, appraisal or mediator services; actuaries, financial advisors and health
services involving examination, diagnosis, treatment, prevention, medical consultation
or administration.
5. Purchases of educational services and any type of copyrighted materials including,
without limitation, educational tests, textbooks, printed instructional materials,
computer software, films, filmstrips, videotapes, DVDs, disc or tape recordings, digital
recordings, or similar audio-visual materials, and for library and reference books, and
printed library cards where such materials are purchased directly from the producer or
publisher, the owner of the copyright, an exclusive agent within the state, a
governmental agency or a recognized educational institution.

Definition
The term “competitive solicitation” shall be defined for the purposes of this rule to include
purchasing made through the issuance of an invitation to bid, request for proposals and
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invitation to negotiate. Competitive solicitations are not required for purchases made through
the pool purchase provisions of F.S. 1006.27.

Procedures
Bids or proposals shall be requested from three (3) or more sources for any item or group of
similar items purchased from school funds, including internal funds that exceed the amount
specified in State Board rule, that is, F.A.C. 6A-1.012. All items exempt from bid and
quotation procedures by Florida statutes, State Board rules, and contract agencies shall be
exempt from Board purchasing and bidding policies. State purchasing contracts shall be
used in lieu of bids when it is to the advantage of the Board.
Purchases made through bids and proposals shall be based upon justification and
specifications which are clear, complete, definite, and certain as to character and quality and
shall conform to standard specifications for the various classes of supplies, materials, parts,
services, or equipment desired. Such specifications shall be conducive to securing the best
possible price for the highest quality product or service which best meets the needs of the
School District. Specifications shall be as open as possible. Invitations to bid shall include
but not be limited to the following:
1. date, time, and place of bids and proposals;
2. procedures for presenting bids and proposals;
3. conditions and terms for receiving bids and proposals;
4. procedures to be followed in opening bids and proposals and making recommendation
to the Board;
5. the amount of the bid bond or good faith deposit, if any
Conditions for awarding contracts based on bids and proposals.
1. Bids and proposals shall be opened at the time and place specified within the bid or
proposal documents. No other bids shall be accepted or withdrawn after the deadline.
Bids or proposals shall be received electronically via www.demandstar.com. All bid
openings shall be open to the public.
2. The Director of Internal Services or designee shall have the responsibility for soliciting
the assistance of the District administrative and instructional staff and the school
employees who use the products to assist in the preparation of standards and
specifications and evaluation of bids and proposals.
The administrative and
instructional staff whose assistance is solicited are required to participate as part of
their job.
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3. The Internal Services Department / Purchasing Division does not maintain a list of
active bidders. Vendors are required to check the District web page and or
Demandstar for current bid opportunities.
4. Except as authorized by State law, State Board rule, or this policy, bids or proposals
shall be requested from at least three (3) appropriate sources for each authorized
purchase. All bids shall be signed in ink.
5. No bid or proposal may be withdrawn after submission except with Board approval
based on the recommendation of the Superintendent. Such recommendation shall
specify the basis for allowing the withdrawal.
6. Recommendations to the Board for action shall be determined
lowest responsible qualified bid or proposal which meets
consideration being given to the specific quality of the product,
specifications, its suitability to District needs, the delivery terms,
past performance of the vendor.

on the basis of the
specifications with
its conformity to the
and the service and

7. After bids and proposals have been opened and tabulated; sealed bids, proposals, or
replies received by a Florida public agency shall remain exempt from disclosure until
an intended decision is announced or until 30 days from the opening, whichever is
earlier. F.S.119.07.
8. The Board may accept the lowest and best bid that is in the best interest of the board
and meets the standards and specifications, not necessarily representing the actual
lowest price offered. If a bid is recommended that is not the lowest price, the BRC
Chairman will provide notice to the school board.
9. Final action of any bid or proposal shall be the decision of the Board in open session.
10. Approval of/use of any funds not already budgeted shall be made by the Board prior
to, or contemporaneously with, the issuance of any contract or award of any bid or
proposal.
11. The Board, in its sole discretion, may waive minor irregularities in bids or may reject all
bids or proposals.
The School Board recognizes its position as a major purchaser in this community, and, while
it is the intention of the Board to purchase commodities or contractual services at the lowest
possible cost through competitive solicitation, if all other considerations are equal, the Board
prefers to purchase within the District from established local vendors.
If a Department Head determines in writing that an immediate danger to the public health,
safety, or welfare or other substantial loss to the state requires emergency action, the District
may issue an emergency bid. Emergency Bids, if approved by the Superintendent, may be
requested by telephone or in writing and returned as the emergency requires. All emergency
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bids will be tabulated by the purchasing agent or designee and presented to the
Superintendent who will submit the matter to the Board for action. The official minutes of the
Board and the bid file shall show the nature of the emergency and why the regular bid
procedure would have caused a delay which would have been against the public interest.
Emergency purchases over the bid limit must have prior approval of the
Superintendent/designee and must subsequently be submitted to the Board by the Director of
Internal Services, along with vendor and purchase order numbers.
Bid protests shall be filed in accordance with F.S. 120.57(3). Any person who files an action
protesting a decision pertaining to contracts administered by the Board shall post at the time
of filing the formal written protest a bond payable to the Board in the amount equal to five
percent (5%) of the estimated amount of the contract or $10,000, whichever is greater, not to
exceed $25,000 which bond shall be conditioned upon the payment of all costs which may be
adjudged against him/her in the administrative hearing in which the action is brought and in
any subsequent appellate court proceeding.

Responsibilities
Schools, Centers, and Offices
Determination of the need for commodities and services starts with the requesting
department/school. Once the requestor has identified a requirement, he or she should consult
with the Internal Services Department / Purchasing Division to determine if an existing
contract is available. If no such contract exists, the requestor must submit written
specifications describing the design or performance characteristics to the Internal Services
Department / Purchasing Division. The originating school, center, or office typically is
involved in evaluating products for which bids have been submitted in response to the
bid/proposal.
Internal Services Department / Purchasing Division
The Internal Services Department / Purchasing Division is responsible for preparing the bid
document based on the written specifications that a requestor provides. Once the document
is prepared, the Internal Services Department / Purchasing Division issues the bid /proposal
and receives the vendors' bids. After receiving the bids, an appointed Bid Review Committee
(BRC) scores the proposals and the Internal Services Department / Purchasing Division
tabulates them to determine highest (score sheet) point value. The products that are offered
at the best prices are evaluated to ensure that they comply with the RFP specifications. After
this process is complete, award recommendations are made to the School Board for award
and execution of the contract.

Processing Times
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The following estimated time line should be considered for the successful completion of a
formal competitive bid. This time line assumes that the Internal Services Department /
Purchasing Division is provided with reasonably acceptable specifications.
Normal bids (commodities / goods / services easily defined) take approximately six weeks.
Anything requiring an onsite pre-bid meeting should allow for an extra two weeks.
Construction bids (Architect, Engineer, Construction Managers, etc.) should allow at least
twelve weeks due to two bid meetings (short list review and presentation review and ranking).
Here are some of the time requirements:
1. Bid Preparation takes approximately two weeks depending upon the complexity
2. Bid Posting and Release takes minimum of five business days due to legal
advertisement lead time. The advertising cut off is usually three days prior to the print
date. We need to submit earlier to that to ensure any issues will still have time to be
approved prior to deadline. (i.e.: Friday’s paper is due by Tuesday at noon. Holidays
require additional days.)
3. Bids must be posted for at least two weeks to ensure that participants have sufficient
time to respond. Complex solicitations may require additional time typically not to
exceed one month. (The Director of Internal Services can extend a due date and time
through a written addendum)
4. Award recommendations must be approved by the School Board at Regular Meetings
which occur one time per month.
*During the planning phase of all bid solicitations the Internal Services Department /
Purchasing Division creates a schedule by working back from the next scheduled Regular
Board Meeting. This methodology ensures that the process is completed as timely as
possible.
Some bids will be completed more quickly than the above time line and some bids may
require more time. The requesting department/school should consult with the Internal
Services Department / Purchasing Division once they have identified a requirement in order
to establish a reasonable time line for each specific acquisition process. This will take into
account the complexity of the solicitation, how many different products and services are being
requested, how many vendors are expected to respond, etc.

Bid Evaluation Process
A Bid Review Committee (BRC) is selected during the bid/proposal development. The
committee is notified via calendar invite of the bid opening date. The committee meets on the
bid opening date (or another date specified in the bid document) to review and evaluate the
responses. The following is a list of responsibilities of the committee:
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A. All proposals received in response to an RFP, which are determined to be responsive
by the Internal Services Department / Purchasing Division shall then be evaluated by a
BRC.
B. The BRC is often comprised of School District Staff; however, other knowledgeable
people may be on the committee. The committee should include both technical and
administrative personnel and, if appropriate, should include user department staff and
persons from other departments such as personnel and finance, or on specific
commodities and/or services shall be in accordance with Board Policy and/or union
contracts. Members of this Committee or their immediate family shall not have any
financial interest in or any personal relationship with any of the proposing firms.
The Internal Services Department / Purchasing Division may help coordinate the
selection of committee members and assign tasks. Supervisor and subordinate
relationships shall be minimized within the selection of the BRC.
A member of the Internal Services Department / Purchasing Division will act as a nonvoting member of this committee to facilitator and advisor to the BRC. This individual
shall also distribute the RFPs to the BRC.
C. Each member of the BRC will electronically receive a complete copy of each proposal,
a copy of the original RFP including any addendums released, and a paper BRC
Scoring Sheet for each proposal. This information will be distributed promptly in order
to provide each committee member adequate time to review and evaluate each
proposal. Scoring must not exceed the categorical maximum established in the
evaluation section of the RFP. The committee member(s) assigned to review
references should make a report to the committee. On highly technical matters, a
technical review sub-committee should make a report to the full committee.
D. Proposals shall ONLY be evaluated by using the criteria listed in the Evaluation
Criteria section of the RFP. Initial evaluation must be based solely upon the proposal
submitted; no other or additional information is to be used.
E. Any BRC meeting discussion must be recorded for the Purchasing files. If oral
presentation from proposers is part of the meeting, then that meeting must be
recorded but may be closed in certain circumstances pursuant to F.S. 286.0113.
Communication outside of the publically advertised meeting, by committee members,
regarding the RFP is strictly prohibited, also committee members must abide by the
established Prohibited Conduct. (See pg. 4)
F. The committee should begin work by establishing procedure, with a general discussion
of their tasks, and review of the proposals received. After discussion and reports, each
member will review their scoring sheets and pass them to the Chairperson, whom will
submit to the Internal Services Department / Purchasing Division for tabulation. The
scores may be added together and the average score for each proposal ranked or the
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committee may come to a consensus based on the Evaluation Criteria and discussion
of the committee.
G. Oral presentations by proposers are for clarification purposes only. Throughout the
competitive solicitation process, Committee members shall not communicate with
respondents outside of presentations. The committee may not receive or consider any
material, additions, or changes to the proposal submitted. If oral presentation option is
offered to all proposers, the presentations shall occur before individual scoring sheets
are submitted to the Chairperson. If oral presentations are available only to the
finalists, then new evaluation scoring sheets will be distributed to the committee prior
to presentations. Each committee member will re-evaluate each of the finalists on both
the oral presentation and the proposal submitted using the same process of tabulation
as noted above.
H. Once the finalists have been rated, the committee should review the process and
reach a consensus on the ratings and on a recommendation for award to the top
ranked proposer(s).
I. The committee Chairperson shall be responsible for transmitting to the Internal
Services Department / Purchasing Division the following: All of the individual scoring
sheets collected, minutes and/or tapes, and tabulations; All RFP information including
the BRC scoring sheets, tabulations, minutes, and tapes shall become public record
upon recommendation for award or 30 days after proposal opening, whichever occurs
first. It is very important to enter comments on the scoring sheets, particularly when
giving a low score, so that committee members can recall scoring rationale if it is
required at a later date.
Bid Review Committee meetings are advertised by the Internal Services Department /
Purchasing Division in accordance to F.S. 286.0113

Intent To Negotiate (ITN) Process
A. Prior to Submission of ITN:
1. Before issuing an ITN, the head of the department determines and specifies in
writing the reasons that an ITB/RFP is not practicable (usually failure of either
method to procure the commodities/services sought will suffice for complex
commodities/services).
2. The ITN describes the questions being explored, facts being sought, specific
goals or problems that are subject of the solicitation (much like an RFP).
3. Criteria that will be used to determine acceptability of reply and guiding
selection of vendors that the district will negotiate will be specified (i.e. ranking
method).
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B. Evaluation Period:
The BRC evaluates the replies against the evaluation criteria set forth in the ITN to
establish a competitive range of replies reasonably susceptible of award. One or more
vendors within the competitive range will be selected to commence negotiations.
C. Negotiation Period:
The negotiation phase generally involves multiple meetings with prospective vendors.
For instance, in an ITN involving production/recording of the Florida Lottery, vendors
A-C might meet at 4 different meetings with vendor A going at 9am, vendor B at 10am
and vendor C at 11am. While this method has been used, it is not the only method
that may be utilized by the district. The district could meet with all vendors at once, but
such meetings might lend themselves to being chaotic. Cost may or may not be a
consideration in the initial stages of negotiating.
D. Post Negotiations:
1. After negotiations are conducted, the district shall award the contract to the
responsible and responsive vendor that the district determines will provide the
best value to the District based on the selection criteria.
2. The contract file for the vendor selected thru the ITN must contain a short
statement that explains the basis for the selection of the vendor and sets forth
the vendor’s deliverables and price, pursuant to the contract, along with an
explanation of how these deliverables and price provide the best value to the
district.
NOTE: “If the value of the prospective contract will exceed $1 million in any fiscal year,

at least one member of the negotiation team must be a Department-certified contract
negotiator. To the extent practicable, the agency shall involve the certified negotiator in
the development of the ITN, taking into account the certified negotiator’s familiarity with
the subject matter and the complexity and value of the contract.”

Alternative Products
For bidders who have offered the specified product, there typically is no need to perform an
evaluation of the product to ensure that it meets School District requirements. Often,
however, the low bids are for alternative products. When this occurs, the Internal Services
Department / Purchasing Division staff members work with the requestor to conduct the
product evaluation. In some cases, this involves reading descriptive literature. In other cases,
it requires that the Internal Services Department / Purchasing Division or Requesting
Department’s staff members test and evaluate samples. For each line item, the evaluation
starts with the low bid and continues until an acceptable product is identified. Documentation
must be maintained that supports the rejection of low bid products, and this documentation is
forwarded to the School Board along with the actual award recommendations.
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Determination of Non-responsiveness
The following are examples of situations in which a bid may be declared non-responsive:
a.
b.
c.
d.
e.

The bidder failed to sign the bid.
The bidder did not provide an original signature on the bid form.
The bidder failed to complete required forms and certificates.
The bidder changed delivery terms
The bidder did not offer the commodities or services that complied with the bid
specifications.
f. The bidder did not offer firm prices.

Determination of Non-responsibility
The following are examples of situations in which a bidder may be declared non-responsible:
a. The bidder is not a regular dealer or supplier of the commodities or services offered.
b. The bidder does not have the ability to comply with the required delivery or
performance schedule.
c. The bidder does not have a satisfactory record of performance as documented prior
to the posted receipt of bids deadline, as part of the reference check.
d. The bidder does not have a satisfactory record of integrity, or the bidder is currently
debarred or suspended by the School Board of Monroe County or another Florida
jurisdiction.
e. The bidder does not have the necessary facilities, organization, experience, technical
skills, or financial resources to fulfill the terms of the purchase order or contract.

Lobbying
Proposers are hereby advised that lobbying is not permitted with any district personnel or
Board members related to or involved with this proposal until the administration’s
recommendation for award has been made.
Lobbying is defined as any action taken by an individual, firm, association, joint venture,
partnership, syndicate, corporation and all other groups who seek to influence the decision of
a Board member or District personnel after advertisement and prior to the recommendation of
this contract.
Any proposer or any individuals that lobby on behalf of the proposer during the timeframe of
this proposal will result in rejection/disqualification of said proposal.

Confidentiality
Submittals that are the result of a Request for Proposal (RFP) or Invitation to Bid (ITB) are
not subject to public review until either 30 days after the due date and time or a
recommendation is made to the Board; whichever comes first, pursuant to F.S. 286.0113.
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If a bidder makes a request to inspect bid records post award, information designated as
“trade secrets” prior to the award by the bidder will not be disclosed and is exempt from
disclosure under the Freedom of Information Act (FOIA) provisions. F.S. 812.081.
Should the District reject all bids and reissue a bid, prior submittals are exempt from
disclosure until the notice of intended action is released on the subsequent bid.

Conflict of Interest
The following provisions shall apply for conflict of interest. Any violation of these provisions
by a Board employee may be grounds for dismissal.
1.

No contract for commodities or services may be made with any business organization
in which the Superintendent or Board member has any material financial interest
unless it is a single source or clear documentation exists to show that, no other
supplier can provide the identical/comparable commodities/service, at a lower cost to
the Board. Full disclosure of any material financial interest shall be made before such
award.

2.

No Board employee may directly or indirectly purchase or recommend the purchase of
commodities or services from any business organization which they or their near
relative have a material interest as defined by F.S. 112.313.

3.

Board employees or officials may not receive gifts or any preferential treatment from
vendors. A Board employee shall not be prohibited from participating in any activity or
purchasing program that is offered to all Board employees or in District surplus sales,
provided there is no preferential treatment.

Types of Specifications
Several types of specifications exist. The development, selection, and use of a particular type
are dependent on an employee situation, time, information available, and needs.
Performance Specifications: Performance specifications (also known as Functional
Specifications) are preferred since they communicate what a product is to do, rather than
how it is to be built. Performance specification should include the following:
a. A general description.
b. Required performance characteristics (minimum/maximum) to include speed, storage,
production capacity, usage, ability to perform a specific function.
c. Operational requirements, such as limitations on environment, water or air cooling,
electrical requirements.
d. Site preparation requirements for which the contractor will be responsible, such as
electricity, plumbing, or for which the SCHOOL DISTRICT will be responsible.
e. Compatibility requirements with existing equipment or programs.
f. Conversion requirements for maintaining a current equipment or system until switching
to the new equipment or system.
g. Installation requirements.
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h.
i.
j.
k.

Maintenance requirements.
Supplies and parts requirements.
Quantity and method of pricing.
Warranty; and Service location and response time.

Brand Name or Equal: Brand name or equal is the most commonly used type of
specification. As a standard for purchase, the following requirement is included when brand
name or equal specifications are used.
“Unless otherwise provided in the Invitation to Bid, the name of a certain brand, make,
or manufacturer does not restrict bidders to the specific brand, make, or manufacturer
named; it conveys the general style, type, character, and quality of the article desired,
and any article which the public body in its sole discretion determines to be the equal
of that specified, considering quality, workmanship, economy of operation, and
suitability for the purpose intended, shall be accepted.”
An equal product can be defined as being similar in form, fit, and function and may be
substituted for the required items, with no advantage or disadvantage.
The most important part of preparing brand name bid specifications is the use of the product's
salient features. Salient features are the inherent qualities of the product that are required for
the product to perform its intended application. These characteristics should be stated in the
specification, and the equal product must meet these requirements in order to be acceptable.
Not all characteristics of a product typically can be categorized as salient features so it is
important to identify those that truly are critical to the product's acceptability.

Samples
If a bid is issued with the specifications of a brand name or equal, it is recommended that
consideration be given to requiring that vendors who are bidding an alternative "equal"
product must submit a sample of their product for evaluation purposes. Failure to submit a
requested sample will result in rejection of the bid. At a minimum, descriptive literature should
be required for any alternative products.
It also is recommended that if the award is made for an alternative product based on the
evaluation of a sample, the sample should be retained in order to compare the sample to the
actual delivered items when they arrive.

No Substitutes
It is possible to specify a brand name and to state "no substitutes"; however, this is only
acceptable if it can be justified.
For example: a high school may desire to replace a percentage of their football uniforms.
These uniforms are from a specific manufacturer and are of a specific style and color. It is
unlikely that a uniform from another manufacturer could exactly match the existing uniforms.
Under these circumstances, it would be acceptable to specify the existing manufacturer,
style, and color and to state "no substitutes".
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Scope of Work for Services
The following is a list of the types of information that should be included in a scope of work for
professional or other services:
1. General Requirements
Describe the contractor's responsibility to provide a service or produce a specific
study, design, or report.
2. Specific Requirements
Address the specific tasks, subtasks, parameters, and limitations that must be
considered in producing the service or final project. The following factors should be
included:
a.
b.
c.
d.
e.
f.
g.
h.
i.

Details of work environment
Minimum or desired qualifications
Amount of service needed
Location of service
Definition of service unit
Time limitations
Travel regulations or restrictions
Special equipment required
Other factors affecting working environment

3. School District Provided Materials or Services
List any plans, reports, statistics, space, personnel, or other School District -provided
items that must be used by the contractor.
4. Deliverables, Reports, and Delivery Dates
Identify the specific delivery dates for all documentation or other products the
contractor must furnish. Be clear about the expectations for the contractor's
performance

Contracts & Competitive Solicitation
Except where otherwise permitted by School Board policies, the terms of the approved
documents within the Standard Form Contract or where otherwise dictated by law, every
agreement between the School District and any vendor for the purchase of commodities or
services in an amount greater than $50,000.00 shall require competitive solicitation.
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Documented by usage of one of the School District’s approved standard form contracts
(except wherein the vendor alternative contract is deemed sufficient by district legal review),
and as well by usage of the approved associated documents created to support and/or
accompany the standard form contracts, each requisition or contract shall be properly
financed, budgeted, and encumbered prior to the purchase or start of work.
The standard form contract shall be posted for reference on the district’s website under
www.KeysSchools.com under Forms .

Vendor Performance
General
All contracts and purchase orders contain vendor performance requirements. These
requirements typically include price, quantity, quality, delivery location, and delivery date. An
important part of the purchasing process is to ensure that the vendor's performance is
consistent with these requirements. The contract originator is responsible for validating
vendor performance.
Noncompliance
If vendors fail to meet their contractual obligations, administrators should notify the Internal
Services Department / Purchasing Division immediately. The Internal Services Department /
Purchasing Division will assume responsibility for trying to resolve the problem and for
documenting the situation in the contract file if warranted by the circumstances. If a vendor
consistently fails to perform, it may result in cancellation of the contract. Under certain
circumstances, vendors may be suspended or debarred by the Internal Services Department
/ Purchasing Division from doing business with the School District.
Debarment
The Director of Internal Services shall have the authority to debar a person/corporation for
cause for consideration or award of further contracts. The debarment shall be for a period
commensurate with the seriousness of the causes, generally not to exceed three (3) years. If
suspension precedes a debarment, the suspension period shall not be considered in
determining the debarment period. When the offense is willful or blatant, a longer term of
debarment may be imposed, up to an indefinite period.
A. Cause of Debarment:
For the purpose of the term “debar” or “debarment” it shall mean to remove a vendor
from bidding District work. Cause for debarment includes, but is not limited to the
following:
1. Conviction for commission of a criminal offense as an incident to obtaining or
attempting to obtain a public or private contract or sub-contract, or in
performance of such contract.
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2. Conviction under State or Federal statutes for embezzlement, theft, forgery,
bribery, falsification or destruction of records, or receiving stolen property, or
any other offense indicating lack of business integrity or business honesty
which currently, seriously, and directly affects responsibility as a vendor
3. Conviction under State or Federal anti-trust statutes arising out of submission of
bids or proposals
4. Violation of contract provisions, as set forth below:
a. deliberate failure without good cause to perform in accordance with
specifications or within the time limits provided in the contracts
b. a recent record of failure to perform or of unsatisfactory performance in
accordance with the terms of one (1) or more contracts; provided that
failure to perform or unsatisfactory performance caused by acts beyond
the control of the contractor shall be considered to be a basis for
debarment.
5. Refutation of an offer by failure to provide bonds, insurance or other required
certificates within the time period as specified in bid/RFP response
6. Refusal to accept a purchase order, agreement, or contract, or to perform
thereon, provided such order was issued timely and in conformance with the
offer received
7. Presence of principals or corporate officers in the business of concern who
were principals within another business at the time when the other business
was suspended within the last three (3) years under the provisions of this
section
8. Violation of the ethical standards set forth in State law
9. Providing anything of value, including, but not limited to, a gift, loan, reward,
promise of future employment, favor or service to any employee to influence the
award of contract or purchase items from a contractor
10. Existence of unresolved disputes between the contractor and the District arising
out of or relating to prior contracts between the District and the contractor, work
performed by the contractor, or services or products delivered
11. Any other cause the Director of Internal Services determines to be so serious
and compelling as to affect the credibility as a District vendor, including
debarment by another governmental entity for any cause listed in this policy
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B. Recommended Decision
The Director of Internal Services or designee shall issue a notice letter that advises the
party that it is debarred or suspended. The letter shall:
1. state the reasons for the action taken; and
2. inform the vendor of its right to petition the School Board for reconsideration
C. Hearing Procedures for Debarment/Suspension of Vendors and Determination of
the Director of Internal Services
1. Right to Request a Hearing
Any person dissatisfied or aggrieved with the notification of the Director of
Internal Services determination regarding the resolution of a protested
solicitation or proposed award or determination to debar or suspend, must,
within fifteen (15) calendar days of such notification, appeal such determination
to the School Board in accordance with the hearing procedures contained in
this section
2. Hearing Date
The School Board shall schedule a hearing at which time the person shall be
given the opportunity to demonstrate why the debarment/suspension by the
Director of Internal Services should be overturned. All parties shall be given
notice of the hearing date.
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Appendix A-1:
Purchasing Process Flow Chart

Process for Purchases up to and including $1,000*
NOTE: Can use pcard up to single transaction limit so long as no single item has a value of
more than $1,000 making it a capital purchase,

Make purchase using
District issued pcard.

Once received, upload receipt
and enter coding for
purchase.

Requisition reviewed and
approved by Dept Head/
School Principal, Finance
Dept, Purchasing in WORKS
for payment.

******IF VENDOR WILL NOT ACCEPT PURCHASE CARD
THEN USED PROCESS BELOW******

Enter Requisition

Requisition reviewed and
approved by Department
Head/School Principal,
Finance Dept,
Purchasing, and
Superintendent

Checks cut by
Finance.

Once an invoice is
received and prices
confirmed, items received

Payment
Released

*Reference Purchase Card Manual for specific requirements for pcard purchases.
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Purchase Order issued
and forwarded to vendor.

Verify that goods/ services
are received/ completed
and meet MCSD
specifications.

Appendix A-2:
Purchasing Process Flow Chart

Process for Purchases more than $1,001 up to $4,999

TRY to obtain 3 verbal
quotes for goods/services.

Enter Requisition

Requisition reviewed and
approved by Department
Head/School Principal,
Finance Dept,
Purchasing, and
Superintendent

Checks cut by
Finance. (unless paid
by PCARD)

Once an invoice is
received, and prices
confirmed, items received

Payment
Released
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Purchase Order issued
and forwarded to vendor.
(or PCARD used in not a
capital purchase)

Verify that goods/ services
are received/ completed
and meet MCSD
specifications.

Appendix A-3:
Purchasing Process Flow Chart

Process for Purchases more than $5,000 up to $24,999

Obtain 3 written
quotes (emails
acceptable)

Commodities/
Services
Received

Verify that goods/
services are received/
completed and meet
MCSD specifications.

Requisition reviewed and
approved by Department
Head/School Principal,
Finance Dept,
Purchasing, and
Superintendent

Enter
Requisition

Purchase Order issued
and forwarded to vendor

Once an invoice is
received, and prices
confirmed, items
received

IF APPLICABLE, contract
routed for approval in
Granicus / Legistar and then
contract signed by
Superintendent.

Checks cut by Finance.

Payment
Released
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Appendix A-4:
Purchasing Process Flow Chart

Process for Purchases more than $25,000 up to $49,999

Obtain 3 written
quotes (emails
acceptable)

Once Board Approval
received, Purchasing will
release the purchase order.

Purchase order issued
and forwarded to vendor

Enter
Requisition

Requisition reviewed and
approved by Department
Head/School Principal,
Finance Dept.

Items routed for review by
contract approval team in
Granicus/Legistar and then
approved by the School Board

Commodities/Services
Received

Checks cut by Finance.
Payment
Released
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Board Item prepared for
approval of requisition over
$25,000. (Should include
quote, requisition, contract and
insurance (if applicable).

Verify that goods/ services
are received/ completed
and meet MCSD
specifications.

Once an invoice is
received, and prices
confirmed, items received

Appendix A-5:
Purchasing Process Flow Chart

Process for Purchases greater than $50,000
ITB, RFP, RFQ, ITN
Bid Request authorized
by Dept Head and
submitted to Purchasing
for preparation

Bid Packet prepared and
submitted to Dept. for
approval along with bid
calendar for approval
prior to release.

Preparation of board
package. Request for
approval of BRC
recommendation to
award.

Bid Protest Period
begins upon release of
NOI (72 hours)

Enter Requisition

Commodities/Services
Received

Verify that goods/ services
are received/ completed
and meet MCSD
specifications.

Requisition reviewed and
approved by Department
Head/School Principal
Finance Dept.

Purchase order released
and forwarded to
requestor.

Once an invoice is
received, and prices
confirmed, items received

Purchasing issues Bid
and Coordinates Bid
process.

Bid Opening held and Bid
Review Committee’s (BRC)
recommendation is released
via Notice of Intent of
Agency Action (NOI)

Items routed for review by
contract approval team in
Granicus/Legistar and then
approved by the School Board

Once Board Approval
received, Purchasing will
release the purchase order.

Checks cut by Finance.

Payment
Released
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Appendix B: Purchase Order Terms & Conditions
Standard Form Purchase Order TERMS & CONDITIONS
TERMS and CONDITIONS: The following Terms and Conditions are applicable to this order entered into by and
between The School District of Monroe County (hereinafter referred to as District) and Vendor (hereinafter
referred to as Contractor).
ASSIGNMENT: Purchase orders issued by the District are not transferable and cannot be assigned to any other
vendor, contractor, bank, lending institution or to any representative or individual. This includes prohibition of
subcontracts unless authorized. If Contractor cannot supply the material or service, nor honor the contract,
return the purchase order with a letter of explanation to the Internal Services Department / Purchasing Division,
241 Trumbo, Rd, Key West, FL 33040.
MODIFICATIONS: No modifications of this order shall be binding upon the District unless approved in writing by
an authorized representative of the District Internal Services Department / Purchasing Division.
EXCUSABLE DELAYS: The District may at its option, grant additional time for any delay or failure to perform
hereunder if the delay will not adversely impact the best interest of the District and is due to causes beyond the
control of the Contractor. Such grant must be in writing and made part of the order.
DEFAULT: In the event of default by the Contractor, the District may procure the articles or services covered by
this order from other sources and hold the Contractor responsible for any excess costs occasioned thereby. The
following shall be considered a default: (1) Failure to make complete deliveries within the promised time. (2)
Unauthorized substitution or delivery of goods deemed by the District to be inferior.(3) Inability of the Contractor
to fulfill the terms and conditions of this order.
TERMINATION: The District reserves the right to terminate this order in whole or in part for cause within 30
days. Any such termination will be without liability to the District except for completed items delivered and
accepted by the District. The Contractor will be liable for excess costs of re-procurement.
SHIPPING TERMS: Unless otherwise specified, all shipments shall be F.O.B. Destination, Freight Prepaid.
Orders must be delivered to the “ship to” address as stated on the purchase order. Any deviations (without prior
approval from the Internal Services Department / Purchasing Division) will constitute a refusal of shipment. Such
refusal, requiring redistribution, reshipment and/or storage charges, will be borne by the Contractor. The District
will not be responsible for any lost shipments caused by improper shipment.
DELIVERIES:
Deliveries are to be made to the indicated ship to address between the hours of 9:00 A.M. and 3:00 P.M.
Monday through Friday, excluding holidays, unless otherwise stipulated. Contractor shall notify the receiving site
of deliveries which require special handling and/or assistance for off-loading. Failure to give notice will result in
the Contractor being billed for any add-on, redelivery, storage, or handling charges.
INSPECTION: All materials or goods will be received “subject to inspection and acceptance”. Materials or goods
found defective or not in accordance with District’s instructions, specifications, drawings, or other data, will
remain the property of the Contractor and will be returned at the Contractor’s expense. Payment for materials
and goods shall not be deemed as an acceptance thereof.
QUANTITIES: Quantities specified in the order cannot be changed without prior written approval of the District.
Goods shipped in excess of the quantity designated may be returned at the Contractor’s expense.
PAYMENT TERMS: By accepting this order, the Contractor agrees that payment terms shall be as set forth in
Section 218.74, Florida Statutes.
INVOICING: Except as otherwise stated in this order, Contractor must submit an original invoice to the
department identified on the purchase order. Purchase Order number(s) must appear on all invoices, packing
slips, shipping notices, freight bills, and correspondence concerning this order.
TAXES: The District is exempt from Federal and State Taxes, both excise and sales and use, and any other like
taxes. Contractors doing business with the District shall not be exempt from paying sales tax to their suppliers
for materials to fulfill contractual obligations with District, nor shall any Contractor be authorized to use the
District’s tax exemption number in securing such materials.
RESPONSIBILITY: Responsibility will not be accepted for any goods delivered, or services rendered unless
such goods and services are the result of a duly authorized District purchase order.
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CONTRACT TERMS: If this purchase order is a result of a competitive solicitation award, all conditions,
provisions and specifications of the solicitation shall become a part of and are incorporated into this order.
LEGAL VENUE: The legal venue for any action arising out of this order shall lie in the Sixteenth Judicial Circuit
for Monroe County, Florida.
ANTI-DISCRIMINATION: Contractors doing business with the District are prohibited from discriminating against
any employee, applicant, or client because of race, creed, color, national origin, sex, disability, or age with
regard to, but not limited to, the following: employment practices, rates of pay or other compensation methods,
and training selection.
LIABILITY - COPYRIGHT/PATENT/TRADEMARK: Contractor shall save and hold harmless the District, its
employees and agents from liability for infringement of any United States patent trademark, or copyright for, or
on account of, the use of any product sold to the District or used in the performance of this order.
INDEMNIFICATION – INSURANCE: Contractor agrees to indemnify, save, and hold harmless the District,
School Board, its employees and agents, against any and all claims, damages, liability and court awards
including costs, expenses, and attorney fees incurred as a result of any act or omission by the Contractor, or its
employees, agents, subcontractors, or assignees arising out of the services provided under this Purchase
Order. Contractor agrees to maintain insurance sufficient to protect the interests of the District. Verification must
be provided upon request.
PUBLICITY: Use by the District of products or services shall, in no way, constitute an endorsement and the
District’s name will not be used by the Contractor in any way, manner, or form in product literature or
advertising.
JESSICA LUNSFORD ACT: Vendors who will have access to any District school or property when students may
be present, or will have direct contact with any student; or have access to or control of school funds shall comply
with Section 1012.465, Florida Statutes. Vendor’s failure
to comply with this requirement will constitute a breach of contract.
DEBARMENT CERTIFICATION The Contractor certifies that, neither the firm nor any person associated
therewith in the capacity of owner, partner, director, officer, principal, investigator, project director, manager,
auditor, and/or position involving the administration of federal funds: (a) Is presently debarred, suspended,
proposed for debarment, declared ineligible, or voluntarily excluded from covered transactions, as defined in 49
CFR s29.110(a), by any federal department or agency; (b) Has within a three-year period preceding this
certification been convicted of or had a civil judgment rendered against it for: commission of fraud or a criminal
offense in connection with obtaining, attempting to obtain, or performing a federal, state, or local government
transaction or public contract; violation of federal or state antitrust statutes; or commission of embezzlement,
theft, forgery, bribery, falsification or destruction of records, making false statements, or receiving stolen
property;(c) Is presently indicted for or otherwise criminally or civilly charged by a federal, state, or local
Governmental entity with commission of any of the offenses enumerated in paragraph 9(b) of this certification;
and (d) Has within a three-year period preceding this certification had one or more federal, state, or local
government public transactions terminated for cause or default. The Contractor certifies that it shall not
knowingly enter into any transaction with any subcontractor, material supplier, or vendor who is debarred,
suspended, declared ineligible, or voluntarily excluded from participation in this project by any federal agency as
set forth in 49 CFR s29.110(a-d)
CONFLICT OF INTEREST/ETHIC/ BUSINESS/PERSONAL RELATIONSHIP DISCLOSURE. The Contractor
certifies that they have not at any time, and excluding the instant proposal, had a business or personal
relationship with any member of the School Board of Monroe County, Florida, and/or with any employee of the
District and acknowledges that The School Board of Monroe County, Florida, relies upon the truth of this
statement in awarding contracts for the subject project. Relationship disclosure must be registered by contacting
the district Internal Services Department / Purchasing Division.
PUBLIC RECORDS REQUEST: Unless records are exempt from s.24(a) of Art. I of the State Constitution and
s.119.07(1)., Contractor agrees to provide public access to all associated documents.
PER DIEM AND TRAVEL EXPENSES: Travel reimbursement must be authorized as specified in the purchase
order. Reimbursements may not exceed the amounts authorized in School Board Policy, in compliance with
Section 112.061, Florida Statutes.
LEGAL COMPLIANCE: The Vendor guarantees that the services to be performed and the goods to be provided
herein, shall comply with all applicable federal, state and local laws, ordinances, regulations, orders and
decrees, including without limitation such of the following acts as may be applicable: Federal Consumer Product
Safety Act, Federal Fair Labor Standards Act, Occupational Safety and Health Act, Federal Hazardous
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Substances Labeling Act, Federal Flammable Fabrics Act, Davis Bacon Act and any applicable environmental
regulations.
ACCEPTANCE: Providing any of the goods and/or services specified on this Purchase Order shall constitute the
Vendor’s (1) acceptance of the terms and conditions set forth or Incorporated herein and (2) reaffirmation as
true of all representations made by the Vendor to induce the District to issue this Purchase Order.
PAYMENT CHANGES: Payments will be made only to the company and address as set forth on the order
unless the Contractor has requested a change thereto on official company letterhead signed by an authorized
officer of the company.
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