
Vendor/Supplier Manual
Doing Business with the City of Daytona Beach  
• The Purchasing Department is

located on the 1st floor of City Hall
at

301 South Ridgewood Avenue
Daytona Beach, FL  32114

Phone: 386-671-8080
Email: purchasing@codb.us
Webpage: 
www.codb.us/841/purchasing
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Doing Business With the City
Overview
• The Purchasing Team
• Purchasing Authority
• Purchasing Thresholds
• Vendor Registration/Database
• View Current Solicitations
• Types of Solicitations
• Submitting a Bid/Proposal
• Standards of Conduct
• Responsive & Responsible Vendors

• Public Meetings
• Local Preference
• Rejection of Quotes/Bids
• Purchase Orders
• Delivery
• Purchasing Cards
• Payment
• Surplus



Doing Business with the City

The Purchasing Team    
• Holly Prevatt CPPB NIGP-CPP - Purchasing Agent

386-671-8082    prevattholly@codb.us

• Robert Schattie - Purchasing Buyer
386-671- 8081   schattierobert@codb.us

• Julie Murdock, Office Specialist II
386-671-8080  murdockjulie@codb.us

mailto:murdockjulie@codb.us
mailto:prevattholly@codb.us
mailto:schattierobert@codb.us


Doing Business With the City

Purchasing Authority
• Defines that local government must

have competitive rules; dictates
procurement of large construction
projects and professional services
(engineering, architectural)

• Defines role of City Manager & City
Commission. Addresses Contracts
over $25,000.

• Procedures define purchasing
processes for all items and dollar
levels including Quotes, Bids, RFPs, P-
Card, Surplus, etc.

Florida State Statues  Chapter 166 & 287

Chapter 30 – City Code of Ordinances

City Purchasing Manual



Doing Business With the City
Purchasing Thresholds
• Purchases under $3000 do not require quotes.
• Purchases of all items between $3,000 and $25,000 require a

minimum of three quotes, normally obtained by the using
departments.

• Verbal quotes are required for purchases of $3,000- $10,000;
• Written quotes are required for purchases of $10,000-$25,000.
• The City’s formal solicitation threshold is $25,000, and all Bids and

Proposals over this threshold are awarded by the City Commission.



Doing Business With the City
Vendor Registration and Notification
• Vendors interested in doing business with

the City of Daytona Beach are encouraged
to register as a vendor to ensure they are
notified of all solicitations pertaining to
their business, and to be included in the
Vendor Database. Vendors may self-
register through the Vendor Registration
link on the webpage.  Vendors will be
notified via email of bid opportunities
that match the commodity codes entered
with their registration.

• If your email, address, or services offered
change, vendors self-maintain this
database by username and password.



Doing Business With the City
How to View Current Solicitations 
• Solicitations include Invitation To Bid

(ITB) and Request For Proposals (RFP)
are posted and may be viewed from
the Purchasing website
https://www.codb.us/841/purchasing

• Click the Public Solicitations link on
the left.

• The City advertises each ITB and RFP
in the Daytona Beach News-Journal,
and emails notices to registered
vendors who have included the
commodity code that matches the
specific solicitation requirements on
their list of goods and services
offered.

https://www.codb.us/841/purchasing


Doing Business With the City
How to View Contracts
• Term Contracts can be found

under the “Public Contract” tab
on the website.

• There you can find beginning
dates, end dates, renewal
periods, and copies of contracts.



Doing Business with the City
Types of Purchases
• The City solicits:
• Quotes (under $25,000)
• Bids (driving evaluation of price)
• Request for Proposals (includes other criteria, sometimes in addition to price),
• “Piggyback” other government agencies (accepting the terms and conditions of a

public agency contract that was competitively awarded)
• Cooperative contracts (contracts awarded competitively that all public agencies

can utilize)
• Sole source (only item/service that meets the need, only source of that

item/service)
• ITBs and RFPs are posted on the website for a defined period of time. Vendors

who participate on a given solicitation will be sent email updates as the
solicitation progresses including announcements, opening results, and award
notices.
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Exemptions to Solicitations/Quotes
• Emergencies
• Entertainment Services

(Up to $150,000) exempt from
competition, CM approval up to 
150k??
• Piggybacking /cooperative

contracts
• Sole Source
• Personal Services (special skills,

ability, training, or expertise, are
unique in nature, original, or
creative)

• Payment to Public Utilities
• Teardowns (under $25,000)
• Products or services necessary to

maintain existing warranties
• Financial Instruments
• Management Studies
• Any purchase waived by the

Daytona Beach City Commission



Doing Business With the City

Quotes
• Quotes (purchases under

$25,000) are obtained by the
individual departments and not
centrally through the Purchasing
Division.

• 3 quotes are required for
purchases between $3000 and
$25,000.

• Here are contact numbers for
each department.



Doing Business with the City
Invitation to Bid (ITB)
• The bid process takes approximately 3-4 months from issuance to award.
• An ITB is issued for any purchase when the estimated cost exceeds $25,000 (and not 

exempt for competition).
• The user department develops a scope of work or set of specifications and the 

Purchasing Division assembles the bid documents and distributes through the e-
procurement platform OpenGov.

• All bids are opened by staff at the time published in the Bid. Bid results are posted on 
the Purchasing web site. All vendors participating in the bid will automatically 
receive an email with the results.

• Construction bid openings are virtually open to the public on Goto Meeting.
• User department reviews bids and provides Purchasing their recommendation.
• The Notice of Intent to Award is sent to the recommended Vendor along with 

contracts for signature. The Notice is published on the website.
• Signed Contract is presented to City Commission for award.
• Notice of Award is published on the website and sent to participating vendors.



Doing Business with the City
Requests for Proposals (RFP)
• The RFP process take 4-8 months from issuance to award
• The user department develops a Scope of Work
• Purchasing issues the RFP and distributes through the e-procurement platform 
OpenGov.

• Proposals are opened at a stated date/time. Names of Proposers are posted as 
an RFP Tabulation Sheet on the website after the opening.

• A Selection Committee reviews and ranks all proposals. The Selection Committee 
meeting is open to the public.

• The highest ranked proposals (normally 3) are recommended to the City 
Manager for approval to begin negotiations.

• Negotiated contracts are presented to the City Commission for approval.
• .
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Submitting a Bid/Proposal
• Responses to formal solicitations 

(ITB’s & RFP’s) must be submitted 
online through OpenGov. PAPER 
BIDS ARE NOT ACCEPTED. Offers 
delivered in-person, by phone, fax, 
or email will be rejected.

• It is the Vendors’ responsibility to 
ensure their Bid is submitted prior 
to the advertised deadline. All late 
Bids will be rejected by the 
platform.

• To participate, Vendors must click 
the “Participate” button in the 
lower right corner of the screen.



Doing Business with the City

Submitting a Bid/Proposal
• Vendors can view questions and 

answers and view Public 
Announcements regarding this 
Solicitation.

• Vendors can view who are 
participating.

• Click on the Offer tab to begin 
reviewing the solicitation and 
submitting an offer.



Doing Business with the City

Submitting a Bid/Proposal
• Click on each section of the 

solicitation and read the 
documents online.  Answer all 
questions online.

• Make sure to complete the price 
section if included.  If a 
Professional Service RFP 
(architecture, engineering, 
surveying, landscape 
architecture), price will NOT be a 
factor.



Doing Business with the City
Standards of Conduct
• Except for negotiations, lobbying by the Bidder/Proposer is strictly prohibited from the 

date that the solicitation is issued and ends when the contract is awarded or all proposals 
are rejected. Lobbying in violation of this section may cause the bid/proposal to be 
rejected.

• "Lobbying" means influencing or attempting to influence action or non-action in 
connection with this solicitation or the proposal, through direct or indirect oral or written 
communication with the Mayor, any member of the City Commission, the City Manager, 
or any other City employee. 

• The following activities are not within the definition of "lobbying," and are permitted: 
• Requests for clarification submitted to the Purchasing Agent
• Discussions with the Selection Committee as part of the selection process
• The submission of additional information in response to a request by the City
• Addressing the City Commission during the City Commission meeting at which the contract is 

awarded or all proposals are rejected.



Doing Business with the City
Responsive and Responsible Vendors
• When reviewing Bids/Proposals the City determines if a bid is 

responsive and the vendor responsible.
• Responsive means a bid that includes all material requirements of the 

solicitation.
• Responsible means a vendor that has the resources, references, 

experience, financial capacity, business integrity, and satisfactory past 
performance.

• The City Manager declares a bidder/proposer non-responsive.
• The City Commission declares a bidder/proposer non-responsible.
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Public Meetings
• Per Florida Statute 255.0518 

Construction bids are required to be 
open to the public. Construction 
related bid openings may be attended 
virtually through our Goto Meeting 
Room.

• Selection Committee meetings are 
also open to the public and posted on 
www.codb.us in the News and 
Upcoming Events calendar.

• Selection Committee, pre-bid, pre-
proposal meeting are also on the 
purchasing calendar on the 
purchasing home page: 
www.codb.us/841/purchasing  

http://www.codb.us/
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Local Preference
• The City has a local preference policy for 

formal solicitations (over $25,000). 
• Ordinance defines Local Vendor.  

Bidders/proposers must submit Local Vendor 
Affidavit with their offer.

• For ITB’s, if a “local Vendor’s” Bid is within 
10% of the lowest Bid, then the local Vendor 
and lowest (non-local) Vendor will be asked to 
submit a best and final offer that is equal to 
or lower than the amount of the original Bid. 

• In the event of identical Bids submitted as 
best and final offers, the Bid will be awarded 
to the local Vendor. 

• Local preference provisions are also in place 
for RFP’s. Due to funding sources, some 
solicitations prohibit the application of local 
preference.



Doing Business with the City

Rejection of Quotes/Bids
• The City reserves the right to waive minor irregularities to any Bids, 

Proposals, or quotes and to accept or reject any and all 
Bids/Proposals/quotes in whole or in part with or without cause if 
deemed to be in the best interest of the City.
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Purchase Orders
• Vendors should ensure they have a valid 

Purchase Order prior to performing any work 
or delivering any goods. 

• Purchase Orders are issued after all 
submittals are checked for policy and legal 
compliance, including required approvals. 

• Delivery of goods and services must not be 
made without first receiving a Purchase Order 
(except for P-Card, “Field Purchase Order”, or 
purchases under $100). Vendor will receive a 
copy of the Purchase Order from the 
requesting department

• Purchase order terms and conditions are 
listed on the purchasing website (also at the 
right) and apply to all purchase orders.



Doing Business with the City

Delivery
• The Daytona Beach Purchase Order is 

authorization to commence delivery of goods 
and services, unless paid through a 
Purchasing Card.

• All deliveries shall specify FOB: Destination.
• The City reserves the right to cancel an order, 

or any part thereof, without obligation if 
delivery is not made in the specified time. Any 
deliveries made after cancellation of order 
may be returned at Vendor’s expense.

• Acceptance of goods and services delivery is 
conditioned upon inspection and approval by 
the receiving Department to verify that a 
Vendor has fully complied with the terms of 
the Purchase Order or contract for purchase 
of goods or services.



Doing Business with the City

Purchasing Cards
• Authorized City staff may 

purchase items with a VISA 
purchasing card. The City utilizes 
this methods of payment for 
small dollar purchases (under 
$3,000).

• In most cases, no single 
purchase can exceed $3000.

• Monthly credit limits vary, up to 
$25,000

This Photo by Unknown Author is licensed under CC BY-NC
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Doing Business with the City

Purchasing Card Restrictions
• Gas/Oil Products
• Vehicle Repairs
• Cash Advances
• Goods /Services Under Contract
• Computer hardware and 

software

This Photo by Unknown Author is licensed under CC BY-NC
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Doing Business with the City

Vendor Application for Payment
• When a Vendor is awarded a purchase for the first time, contact 

information must be entered into the financial system unless the 
Vendor agrees to accept E-Payment through Master Card or if the 
purchase is made by Purchasing Card. 

• Vendors are added to the financial system through information 
provided on the Vendor’s W-9 form. The form may be emailed, faxed, 
mailed, or delivered in person. The Vendor must keep the City 
informed of any and all address, phone, or email changes

• The vendor files in the financial system (“Springbrook”) is not the 
same system in which vendors register for bid opportunities 
(“Negometrix”).
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Payment of Invoices
• The City pays net 45 days after receipt of a valid invoice or receipt of goods 

or services, or in accordance with the Florida Prompt Payment Act. 
• For an invoice to be valid, it must include the Purchase Order or Contract 

number, all information that the City needs to verify the accuracy of the 
invoice, and the amount of payment due based on the specific 
requirements, i.e., where partial payments are due upon completion of 
specific tasks, or where payments are based on hourly rates.

• Where payment of reimbursable expenses is specifically provided for, an 
invoice for such expenses will not be valid unless sufficient documentation 
is provided to verify that such expenses were incurred and that other 
conditions have been met. The City also can make Vendor payments via E-
Payables through SunTrust. By registering for this program with SunTrust, 
vendors can be more quickly.
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Surplus Liquidation
• City Manager approves the sale of all 

surplus with a resale value under 
$5000.  

• City Commission approves items with 
a resale value exceeding $5000.

• Disposal of surplus is handles by 
Purchasing.

• City uses Manheim Daytona Beach 
auction services to liquidate surplus 
items and equipment, after being 
officially declared surplus. 

• Auctions are held quarterly. A link to 
Manheim’s website is located on our 
website.
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In Closing
We hope this presentation was helpful in explaining our policies and 

procedures and look forward to working with you soon.

Daytona Beach Purchasing Team
Joanne Flick, CPPO, Purchasing Agent 386-671-8082

Kirk Zimmerman, NIGP-CPP, CPPB, Buyer 386-671-8081
Julie Murdock, Office Specialist 386-671-8080

www.codb.us/841/purchasing
purchasing@codb.us

http://www.codb.us/841/purchasing
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