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RULES OF PROCEDURE
WHO MAY SPEAK

Meetings of the City Commission are open to the public.  They are not; however, public 
forums. Any resident who wishes to address the commission on any subject within the 
scope of the Commission’s authority may do so, providing it is accomplished in an 
orderly manner and in accordance with the procedures outlined below.

SPEAKING ON AGENDA ITEM
I. Consent Agenda Item – These are items, which the Commission does not need 

to discuss individually, and which are voted on as a group. Any Commissioner 
who wishes to discuss any individual item on the consent agenda may request 
the Mayor to pull such item from the consent agenda.  Those items pulled will be 
discussed and voted upon individually.

II. Regular Agenda Items – These are items, which the Commission will discuss 
individually in the order listed on the agenda. By majority vote, the City 
Commission may permit any person to be heard on an item at a non-public 
hearing.

III. Public Hearing Items – This portion of the agenda is to obtain input from the 
public on some ordinances, resolutions and zoning applications.  The chair will 
permit any person to be heard on the item during formal public hearings. 

SPEAKING ON SUBJECTS NOT ON THE AGENDA
Any resident may address the Commission on any items pertaining to City business 
during the Opportunity for the Public to Address the Commission portion of the 
agenda. Persons wishing to speak must sign in with the City Clerk before the start of 
the meeting.

ADDRESSING THE COMMISSION: MANNER AND TIME
By majority vote the City Commission may invite citizen discussion on any agenda 
item.  In every case where a citizen is recognized by the Mayor to discuss an agenda 
item, the citizen shall step to the podium/microphone, state his or her name and 
address for the benefit of the city clerk, identify any group or organization he or she 
represents and shall then succinctly state his or her position regarding the item before 
the city commission. Any question, shall be related to the business of the City and 
deemed appropriate by the Mayor, shall be directed to the Mayor and the Mayor shall 
then re-direct the question to the appropriate Commissioner or City Staff to answer the 
citizen question which shall be related to the business of the City.
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All comments or questions of the public are to be directed to the Mayor as presiding 
officer only.  There shall be no cross conversations or questions of any other persons.  
The length of time each individual may speak should be limited in the interest or order 
and conduct of the business at hand.  Comments to the Commission by individual 
citizens shall be limited to three (3) minutes during the citizens request period.  The 
City clerk shall be charged with the responsibility of notifying each citizen thirty (30) 
seconds before said time shall elapse and when said time limit has expired.

APPEALS

If a person decides to appeal any decision made by the board, agency, or commission 
with respect to any matter considered at such hearing, he or she will need a record of 
the proceedings, and that, for such purpose, he or she may need to ensure that a 
verbatim record of the proceedings is made, which record includes the testimony and 
evidence upon which the appeal is to be based.

DECORUM

If a member of the audience becomes unruly, the Mayor has the right to require the 
person to leave the room.  If a crowd becomes unruly, the Mayor may recess or adjourn 
the meeting.

PLEASE SILENCE ALL CELL PHONES AND PAGERS

CONTACT INFORMATION

If anyone has questions or comments about anything on the meeting agenda, please 
contact the City Manager at 561-996-6751.

AMERICANS WITH DISABILITY ACT
In accordance with the Americans with Disability Act and Florida Statute 286.26, 
persons with disabilities needing special accommodations to participate in this 
proceeding should contact the city clerk no later than three (3) days prior to the meeting 
at 561-996-6751 for assistance.
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CITY OF SOUTH BAY

CITY WORKSHOP AGENDA 
CITY HALL CHAMBER 

TUESDAY, APRIL 5, 2022 
6:30 PM 

NOTICE:   If any person decides to appeal any decision of the City Commission at this meeting, he/she will need a 
record of the proceedings and for that purpose, he/she may need to ensure that a verbatim record of the proceedings 
is made, which record includes the testimony and evidence upon which the appeal is to be based, pursuant to F.S. 
286.01055. The City of South Bay does not prepare or provide such records. 

1. CALL TO ORDER
  

2. ROLL CALL
  

3. DISCUSSION
  

3.a. Presentation:
Cassandra Paniagua 
Florida Rural Legal Services

   

3.b. Agenda Items
   

4. ADJOURNMENT
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CITY OF SOUTH BAY
REGULAR CITY MEETING AGENDA 

CITY HALL CHAMBER

TUESDAY, APRIL 5, 2022
7:00 PM 

NOTICE:   If any person decides to appeal any decision of the City Commission at this meeting, he/she will need a 
record of the proceedings and for that purpose, he/she may need to ensure that a verbatim record of the proceedings 
is made, which record includes the testimony and evidence upon which the appeal is to be based, pursuant to F.S. 
286.01055. The City of South Bay does not prepare or provide such records.

In accordance with the Americans with Disabilities Act and Section 286.26, Florida Statutes, persons with disabilities 
needing special accommodations in order to participate in this proceeding are entitled to the provision of certain 
assistance at no cost. Please call the City Clerk’s Office at 561-996-6751 no later than 2 days prior to the hearing if this 
assistance is required. For hearing impaired assistance, please call the Florida Relay Service Numbers: 800-955-8771 
(TDD) or 800-955-8770 (VOICE).

Any citizen of the audience wishing to appear before the City Commission to speak with reference to any agenda 
item must complete their “Request for Appearance and Comment” card and present completed form to the City 
Clerk. 

1. CALL TO ORDER, ROLL CALL; PRAYER, PLEDGE OF ALLEGIANCE 
  

2. DISCLOSURE OF VOTING CONFLICTS
  

3. PRESENTATIONS AND PROCLAMATIONS (Up to 5 minutes)
  

3.a. Presentation to the Commission from 
Legal Aid Society of Palm Beach County
Sylvia Sharps, Grants Management Coordinator

   

4. OPPORTUNITY FOR THE PUBLIC TO ADDRESS THE COMMISSION
  

5. CONSENT AGENDA
All matters listed under this item are considered routine and action will be taken by one motion. There will 
be no separate discussion of these items unless a Commissioner or person so requests, in which the item 
will be removed from the general order of business and considered in its normal sequence on the Agenda. 

  

5.a. Regular City Workshop and City Meeting
Approval of City Minutes –March 01, 2022

   

5.b. Regular City Workshop and City Meeting
Approval of Meeting Agenda -April 05, 2022

   

6. RESOLUTIONS – (Non- Consent) and Quasi-Judicial Hearing, if applicable)
  

6.a. City Commission Annual Municipal Organization Meeting
Nomination And Appointment of Mayor
Nomination And Appointment of Vice Mayor
Nomination And Appointment of Treasurer
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Motion to Retain City Clerk
Motion to Retain City Attorney

   

6.b. RESOLUTION NO. 11-2022
A RESOLUTION OF THE CITY COMMISSION OF THE 
CITY OF SOUTH BAY, FLORIDA, AMENDING THE 
CITY OF SOUTH BAY ACCOUNTING POLICY AND 
PROCEDURES; AUTHORIZING THE CITY MANAGER 
TO TAKE ALL NECESSARY AND EXPEDIENT ACTION 
TO EFFECTUATE THE INTENT OF THIS 
RESOLUTION; PROVIDING FOR AN EFFECTIVE 
DATE

   

6.c. RESOLUTION NO. 12-2022
A RESOLUTION OF THE CITY COMMISSION OF THE 
CITY OF SOUTH BAY, FLORIDA, AMENDING THE 
PURCHASING POLICY AND PROCEDURES; 
AUTHORIZING THE CITY MANAGER TO TAKE ALL 
NECESSARY AND EXPEDIENT ACTION TO 
EFFECTUATE THE INTENT OF THIS RESOLUTION; 
PROVIDING FOR AN EFFECTIVE DATE

   

6.d. RESOLUTION NO. 13-2022 
A RESOLUTION OF THE CITY COMMISSION OF THE 
CITY OF SOUTH BAY, FLORIDA, AUTHORIZING THE 
CITY MANAGER TO EXECUTE AN AGREEMENT FOR 
RENOVATION AND REPAIR OF BATHROOM 
REMODEL PROJECT BETWEEN TOTAL SOLUTION 
CONTRACTORS, INC. AND THE CITY OF SOUTH BAY 
AS AN EMERGENCY PURCHASE; PROVIDING FOR 
AN EFFECTIVE DATE

   

6.e. RESOLUTION NO. 14-2022 
A RESOLUTION OF THE CITY COMMISSION OF THE 
CITY OF SOUTH BAY, FLORIDA, AUTHORIZING THE 
MAYOR AND THE CITY MANAGER TO EXECUTE THE 
ATTACHED AGREEMENT FROM COLOME & 
ASSOCIATES, INC. PERTAINING TO THE COX PARK 
REHABILITATION PROJECT; PROVIDING FOR AN 
EFFECTIVE DATE

   

7. ORDINANCE 
  

8. ROSENWALD ELEMENTARY SCHOOL
  

9. FINANCE REPORT
  

9.a. Accounts Payable Report
   

10. CITY CLERK REPORT
  

11. CITY MANAGER REPORT
  

12. CITY ATTORNEY REPORT
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13. FUTURE AGENDA ITEMS
  

14. COMMISSIONER COMMENTS: FOR THE GOOD OF THE ORDER
  

15. ADJOURNMENT
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CITY OF SOUTH BAY, FL 

CITY WORKSHOP 
CITY HALL CHAMBER  

TUESDAY, MARCH 01, 2022 
6:30PM 

Present:   

Mayor Joe Kyles  

Vice-Mayor Betty Barnard  

Commissioner Esther Berry 

Commissioner John Wilson  

Commissioner Taranza McKelvin at 6:53pm 

 
 

Staff: 

Natalie Malone, City Clerk  

Leondrae Camel, City Manager 

Vicky DelBosquez, Human Resources 

Massih Saadatmand, Finance Director  

Candice Cobb, Esq., City Attorney  
 

 

(Full recording/discussion available through the City Clerk/City website) 
 

1. CALL TO ORDER at 6:30pm 

2. ROLL CALL  

3. DISCUSSION 

 3.a.  Black History Month Presentation 
   Mr. Camel, City Manager 

 
 3.b.  Summary of City Manager Evaluation 
   Vicky DelBosquez, Human Resources 
   
 3.c.   Agenda Items 

 
 

4. ADJOURNMENT at 6:58pm 
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CITY OF SOUTH BAY, FL 

REGULAR CITY MEETING 
CITY HALL CHAMBER  

TUESDAY, MARCH 01, 2022 
7:00PM 

A Regular City Meeting of the City Commission of the City of South Bay, Florida was called 

to order by Mayor Joe Kyles in the Commission Chambers at 335 S.W. 2nd Avenue, South 

Bay, Florida on March 01, 2022 at 7:01 p.m. 

 

(Full recording/discussion available through the City Clerk/City website) 
 

Present:   

Mayor Joe Kyles  

Vice-Mayor Betty Barnard  

Commissioner Esther Berry 

Commissioner John Wilson  

Commissioner Taranza McKelvin 

 

Staff: 

Natalie Malone, City Clerk  

Leondrae Camel, City Manager 

Vicky DelBosquez, Human Resources 

Massih Saadatmand, Finance Director  

Candice Cobb, Esq., City Attorney  
 

 

1. CALL TO ORDER, ROLL CALL; PRAYER, PLEDGE OF ALLEGIANCE  
 
 

2. DISCLOSURE OF VOTING CONFLICTS: NONE 
 

3. PRESENTATIONS AND PROCLAMATIONS (Up to 5 minutes) 

 

3.a.   Problem Gambling Awareness Month 

3.b.   Rosenwald Elementary School Report 
   Mr. Hightower, School Principal  

   

4.          OPPORTUNITY FOR THE PUBLIC TO ADDRESS THE COMMISSION  

    
5.          CONSENT AGENDA 

 All matters listed under this item are considered routine and action will be taken by one motion. There will be no separate discussion of these 
items unless a Commission. or person so requests, in which the item will be removed from the general order of business and considered in its 
normal sequence on the Agenda. 
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Regular City Meeting Minutes                   March 01, 2022                                            Page 3986 
 
 

 

5.a.    Regular City Workshop and City Meeting 
      Approval of City Minutes – February 15, 2022 
 
5.b.   Regular City Workshop and City Meeting 
    Approval of Meeting Agenda- March 01, 2022 
 

                                ADDITIONS: 
▪ Presentation and Proclamation 3.b. 

Rosenwald Elementary School Report  
 

▪ Resolutions 6.e. 
     City Manager Evaluation 

 

Moved By: Commissioner McKelvin 
Second By: Commissioner Berry 

 
 

COMMISSION                        
 

VOTE 
Mayor Kyles YES 

Vice Mayor Barnard YES 

Commissioner Berry YES 

Commissioner McKelvin YES 

Commissioner Wilson YES 
 
  

 

6.  RESOLUTIONS- (Non- Consent) and Quasi-Judicial Hearing, if applicable) 
 

 6.a.  RESOLUTION 07-2022  
A RESOLUTION OF THE CITY COMMISSION OF THE CITY OF SOUTH 

BAY, FLORIDA, APPROVING CHANGE ORDER REQUEST NO. 1, 

ATTACHED AS COMPOSITE EXHIBIT “A”, RELATING TO THE 

AGREEMENT BETWEEN THE CITY OF SOUTH BAY AND R AND D 

PAVING, LLC FOR THE MILLING AND RESURFACING OF Page 5 of 1233 

NW 1ST AVENUE AND NW 2ND STREET PROJECT; PROVIDING FOR 

AN EFFECTIVE DATE 

      Moved By: Vice-Mayor Barnard 
           Second By: Commissioner McKelvin 

 
 

COMMISSION                        
 

VOTE 
Mayor Kyles YES 

Vice Mayor Barnard YES 

Commissioner Berry YES 

Commissioner McKelvin YES 

Commissioner Wilson YES 
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6.b. RESOLUTION NO. 08-2022 

A RESOLUTION OF THE CITY COMMISSION OF THE CITY OF 

SOUTH BAY, FLORIDA, AUTHORIZING THE MAYOR AND CITY 

MANAGER TO EXECUTE THE ATTACHED INTERLOCAL 

AGREEMENT GOVERNING USE OF PALM BEACH COUNTY 

REGIONAL OPIOD SETTLEMENT FUNDS; PROVIDING FOR AN 

EFFECTIVE DATE 

 

      Moved By: Commissioner Wilson 
           Second By: Vice-Mayor Barnard 

 
 

COMMISSION                        
 

VOTE 
Mayor Kyles YES 

Vice Mayor Barnard YES 

Commissioner Berry YES 

Commissioner McKelvin YES 

Commissioner Wilson YES 

 

6.c.  RESOLUTION 09-2022 

 A RESOLUTION OF THE CITY COMMISSION OF THE CITY OF 

SOUTH BAY, FLORIDA, SUPPORTING THE PALM BEACH 

TRANSPORTATION PLANNING AGENCY 2022 SAFETY TARGETS 

RESOLUTION; AUTHORIZING THE CITY MANAGER TO TAKE 

ALL NECESSARY AND EXPEDIENT ACTION TO EFFECTUATE THE 

INTENT OF THIS RESOLUTION; PROVIDING FOR AN EFFECTIVE 

DATE 

 

Moved By: Commissioner McKelvin 
           Second By: Commissioner Berry 

 
 

COMMISSION                        
 

VOTE 
Mayor Kyles YES 

Vice Mayor Barnard YES 

Commissioner Berry YES 

Commissioner McKelvin YES 

Commissioner Wilson YES 
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6.d. RESOLUTION NO. 10-2022 

A RESOLUTION OF THE CITY COMMISSION OF THE CITY OF 

SOUTH BAY, FLORIDA, AUTHORIZING THE MAYOR AND CITY 

MANAGER TO EXECUTE AN EMERGENCY PURCHASE 

AGREEMENT BETWEEN “2” S.B.W. & ASSOCIATES INC. AND THE 

CITY OF SOUTH BAY FOR SIDEWALK INSTALLATION; 

PROVIDING FOR AN EFFECTIVE DATE 

 

      Moved By: Commissioner Wilson 
          Second By: Commissioner Berry 
 

 

COMMISSION                        
 

VOTE 
Mayor Kyles YES 

Vice Mayor Barnard YES 

Commissioner Berry YES 

Commissioner McKelvin YES 

Commissioner Wilson YES 

 

6.e. City Manager Evaluation Discussion 

 Motion made: In favor of $20,000.00 increase for City Manager  
       
      Moved By: Vice Mayor Barnard 

          Second By: Commissioner Wilson 
 

 

COMMISSION                        
 

VOTE 
Mayor Kyles YES 

Vice Mayor Barnard YES 

Commissioner Berry NO 

Commissioner McKelvin NO 

Commissioner Wilson YES 

 
 
7.    ORDINANCE  

 

 

8. ROSENWALD ELEMENTARY SCHOOL 
 

9. FINANCE REPORT 

9.a. Accounts Payable Report- February 15, 2022 
 

9.b. Accounts Payable Report- March 01, 2022 

 

10. CITY CLERK REPORT 
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Regular City Meeting Minutes                 March 01, 2022                                   Page 3989 
 
 
 

11. CITY MANAGER REPORT 
 

  11.a. Park of Commerce  

 

12. CITY ATTORNEY REPORT 
  

13.  FUTURE AGENDA ITEMS 
 

14. COMMISSIONER COMMENTS FOR THE GOOD OF THE ORDER  
 

 

   14.a. Commissioner Taranza McKelvin 

▪ Thanks for coming out, have a great night 
 

14.b. Commissioner John Wilson 

▪ Property Concern 

▪ Thanks for coming out, have a great night 

▪ May God bless each and every one of you 
 

 14.b. Commissioner Esther Berry 

▪ It’s a pleasure to see everyone out  

▪ Acknowledgments, condolences and sympathy to the Palmer family 
 

 14.c.  Vice Mayor Betty Barnard: 

▪ Thank you for coming out, hope to see you next time 
 

14.d.  Mayor Joe Kyles 

▪ Ditto to what has been said 

▪ Recent City events 

▪ Thank you to everyone  

▪ Acknowledgements 

▪ May God bless each and every one of you 

 

15.   ADJOURNMENT 

_______________________________ 

                                                                                              Joe Kyles, Mayor 

 

ATTESTED BY:  

 

____________________________________________________ 

Natalie Malone, City Clerk 
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RESOLUTION NO. 11-2022 
 

A RESOLUTION OF THE CITY COMMISSION OF THE 
CITY OF SOUTH BAY, FLORIDA, AMENDING THE 
CITY OF SOUTH BAY ACCOUNTING POLICY AND 
PROCEDURES; AUTHORIZING THE CITY MANAGER 
TO TAKE ALL NECESSARY AND EXPEDIENT ACTION 
TO EFFECTUATE THE INTENT OF THIS RESOLUTION; 
PROVIDING FOR AN EFFECTIVE DATE 

 
WHEREAS, pursuant to Resolution 39-2013, the City Commission of the City of 

South Bay (“City Commission”) adopted an Accounting Policy and Procedures; and  
 
WHEREAS, the City Manager is requesting authority to amend the Accounting 

Policy and Procedures as set forth in Exhibit “A”, attached hereto; and  
 
WHEREAS, the City Commission desires to accept such amendments and finds 

that approval of the attached amendments would be in the best interests of the residents 
of the City. 

 
 NOW, THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION OF 
THE CITY OF SOUTH BAY, FLORIDA, AS FOLLOWS: 
 
Section 1. Adoption of Representations.  The foregoing “Whereas” clauses are 
hereby ratified and confirmed as being true and the same are hereby made a specific 
part of this Resolution. 
 
Section 2. Authorization of City Manager.  The City Commission of the City of South 
Bay hereby authorizes the City Manager to incorporate amendments, attached hereto as 
Exhibit “A”, into the City of South Bay’s Accounting Policy and Procedures and further 
authorizes the City Manager to take all necessary and expedient action to effectuate the 
intent of this Resolution. 
 
Section 3. Effective Date.  This Resolution shall be effective immediately upon its 
passage and adoption. 
 
 
PASSED and ADOPTED this 5th day of April 2022. 
 
 
 

________________________________ 
      Joe Kyles, Mayor 
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 2 

 
 

       

              
ATTEST:        
 
 
By: ________________________________ 
 Natalie Malone, City Clerk 
 
 
APPROVED AS TO FORM AND  
LEGAL SUFFICIENCY: 
 
      
Burnadette Norris-Week, Esquire 
City Attorney 
 

Moved by:       
       

Seconded by:       
 
VOTE: 
 
Commissioner Berry   (Yes)    (No) 
Commissioner McKelvin   (Yes)    (No)    
Commissioner Wilson   (Yes)    (No) 
Vice-Mayor Barnard   (Yes)    (No) 
Mayor Kyles     (Yes)    (No) 
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OBJECTIVE 

This manual sets forth the accounting procedures to be utilized in the City of South Bay’s 

implementation of it new software, “Cougar Mountain” effective February 1, 2011, and to provide 

uniform standard procedures for City’s operations and strengthen its internal accounting controls 

and procedures. This manual will serve as the official financial management and accounting 

procedures manual of the City of South Bay.   

The Procedures Manual and the observance of these procedures are essential to safeguard the City's 

assets and practices. It is our goal to keep the City of South Bay a strong and viable operation, and 

this Manual is considered to be an important step in that direction.  

Although this manual is set to implement the uniform standard procedures, the City’s purchasing 

policies, fixed assets’ policies, annual budget and employee’s personnel handbook were adopted in 

separate resolutions or ordinances, and govern activities for these areas. Moreover, additional 

resolutions and ordinances such as travel and meal expenses were adopted separately by the City’s 

Commission to strength the internal control and comply with State and federal regulatory 

requirements. These documents and resolutions are the component parts of the City’s accounting 

policies and procedures. 

The intention is to keep this manual up to date and its procedures and applications relevant to job 

responsibilities of the accounting department’s staff.  
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-1- 

 

 

GENERAL ACCOUNTING PROCEDURES 

This section describes the overall accounting system designed for the City and the general ledger 

activities and procedures. 

In accordance with generally accepted principles and governmental accounting standards, the 

City’s general ledger is organized, operated and reported on a self-balancing fund accounting basis. 

The classifications of funds and chart of accounts are set based on the uniform accounting practices 

prescribed by State of Florida Statues to ensure the use of proper accounting, financial reporting 

and fiscal management by the City.  

As part of the accounting data processing control, accounting staff can only access to accounting 

modules through protected password and username. The finance director set up the password for 

authorized staff and applicable modules. This process provides adequate safeguards to prevent 

access by unauthorized users. Daily back up is performed at three levels, main computer (server), 

removable disk and remote by Cougar Mountain. The daily back up at these levels provides 

adequate sources for recovery of accounting data.      

The annual budget is prepared and adopted on the same basis of governmental accounting. A 

budgetary control is established by management to ensure that expenditures do not exceed 

revenues.  

In order to ensure the accuracy and integrity of the financial information system, the following 

controls have been established as a component of the accounting procedures set forth: 

1. Subsidiary account details will be aggregated and reconciled to general ledger on regular 

basis (monthly)   

2. Use of contra account for offsetting contra account such as allowance for doubtful 

accounts and reserve accounts to adjust historical cost to current level for financial 

reporting purpose. 

3. Accounts will be established to capture and segregate operating and non-operating costs. 

In addition, separate accounts will be established for all federal and state funded projects. 

 

GENERAL LEDGER ACTIVITIES 

To ensure that all general ledger entries are current, accurate and complete: 
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 6 

• All entries will be made immediately after the underlying accounting event occurs and 

financial records and reporting are current. 

  

  

 -2- 

•  

• The finance director will authorized each transaction and entry in writing. Transactions 

include journal entries, budget adjustments, purchase orders, check requests and …. 

• All entries will be supported by adequate documentation that clearly shows the justification 

and authorization for the transaction. 

• Financial data and source document will be processed and entered in the accounting system  

from original documents (check request, purchase order, Accounts Payable/AP)  

• All entries in the accounting system and modules (general ledger, accounts payable and 

disbursement, cash receipt and accounts receivable, purchase order) will be made from 

authorized form when it has been prepared by accounting staff.  

• All posting in the accounting system required to be supported by proper documentation 

attached to voucher package and approved by finance director. 

• Each transaction or posting (general ledger, cash receipt, AP, etc...) will be posted only in 

accounting system by a batch number which is created by accounting staff. 

• All batches are required to be completed, processed and closed on daily basis.  

• For non-recurring entries such as correction, accrual, non-cash transaction, will be prepared 

as accounting or underlying accounting event occurs.  

 

The general ledger or accounting modules is not required to be closed on a monthly basis. 

However, the trial balance or other accounting reports will be prepared periodically to ensure the 

accuracy, timeliness and completeness of the accounting transactions, and also to reconcile with 

the general ledger control accounts and with subsidiary ledgers by designated employees.  

The annual general close out will be performed at the finance director’s discretion and after 

completion of the annual audit by the finance department.  

  

CASH MANAGEMENT PROCEDURES 

 
This section describes the procedures and controls for cash receipts, disbursements, grant income 

or reimbursements, petty cash, prepaid items and investments. The purpose of the cash receipt 

module is to ensure the completeness, accuracy and safeguard of the City’s assets (cash) and 

revenues. It provides a centralized process, and direct integration with general ledger control 

accounts.    
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CASH RECEIPT – The access to the accounting modules is limited to designated accounting staff. 

When cash or check is collected for the charge of a service such as copy, permit, license and 

miscellaneous items, the fund is forwarded to the accounting department, and after entering  

 

-3- 

into the accounts receivable module, a receipt will be issued through the accounting module and a 

copy provided to the customer. All transactions have been defined in the accounts receivable 

module, and accounting staff only select the type of transaction in order to continue and complete 

the transaction and provide a receipt. After a receipt is generated by the finance department, the 

permit or license will be issued. If a check is received through the daily mail, the above process 

will be performed by the finance department and a receipt maintain in accounting department. The 

City prefers to receive all its revenues and related transactions in check form. However, because 

of the economic condition, the City also accepts cash payments from customers. 

The cash receipt system automatically numbers each receipt in consecutive order with a six digit 

number (XXXXXX). The accounting module has the ability to reprint any cash receipt issued in 

the past.  The daily cash receipt is required to be closed daily and reconciled with the total of the 

report or the batch.   

The finance director generally usually opens the mail for the finance department.   

Certain transaction such as notice of renewal of occupational licenses, or new occupational license 

are prepared and processed by the finance department. The control procedure has been setup 

through accounts receivable, and the accounting department is able to monitor licensing activities 

such as billing and collection through accounts receivable.  

The monthly revenues such as various taxes and franchise fees from State and other sources are 

monitored by the finance director. These revenues are recorded by a journal entry since most are 

a direct deposit to the City’s bank account.    

The finance director is responsible for the preparation of monthly bank reconciliation because    the 

daily transactions are performed by accounting staff.     

Checks received by the finance department are endorsed immediately and a cash receipt will be 

prepared and posted in the general ledger. A photocopy of the check is made and attached to daily 

cash receipt. The check will be deposited daily, or by end of the next banking day.   

The City does not maintain a central paying account. Several bank accounts have been established 

for each fund, and each fund may contain various bank accounts. 
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GRANTS AND CONTRIBUTIONS - To ensure that the City complies with federal and state 

requirements, donors, and properly account for all the funds received, a separate account or even 

fund may be established when the fund is received by the City.  The nature and restriction of these 

funds will determine how these incomes should be maintained in the City’s book.  

  

 

-4- 

 

The above cash receipt procedures are also applied to both City’s grants and contributions income. 

In addition to the above procedures, the reconciliation between cash receipts and the grants budget 

are required in order to determine availability of the fund or the grant’s balance. The City may 

maintain a separate bank account for a grant or contribution when the grantor or donor imposes 

such restriction. The revenues related to these funds, such as interest income, are posted to 

respective accounts. 

 

   

CASH DISBURSEMENTS 

The City has adopted the procurement’s policy in a separate resolution. This document governs 

the City’s policy for the purchase of goods and services, and to ensure that the purchases are 

acquired at fair and reasonable price with highest personal standard, and in a very efficient manner 

with applicable law, regulation and payment. 

The process for cash disbursement begins with control procedures for accounts payable to ensure 

that an invoice is processed and recorded with accuracy, proper authorization, and timely entry in 

to the accounts payable module and general ledger. The accounts payable staff verifies and 

matches the documentation such as invoice, purchase order and receiving report before entering 

into the accounts payable. The accounts payable staff reviews the invoice for any purchase 

discount, cut-off, and due date. In addition to the above steps, the accounts payable staff reviews 

the invoices for a proper annual budget. Monthly reviews of the actual vs. budget reports are 

conducted by the finance director and city manager for both revenues and expenses accounts on a 

monthly basis.  

The reconciliation total of the subsidiary ledger and general ledger will be performed periodically 

to ensure the accuracy of accounts payable.  

The finance department reviews the accounts payable on Friday of each week, and its director 

reviews the aged accounts payable and decides which invoices should be processed for payment.    
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• Invoices are recorded based on a distribution sheet, and posted in the accounts payable 

module after review and approval by the finance director. (single invoice may be 

posted based on check request on AP module)  

• Invoices are marked posted when they are entered in AP module.    

• All the payments are required to have a check request form.  

• Check request form is required to be completed and contains proper approval of 

department head, object code, vendor information, due date, description, and 

accompanied with supporting documents such as original invoice, purchase order, and 

receiving report, if applicable. 

  

-5- 

•  

• The disbursement must match against accounts payable.  

• Checks are issued electronically through the AP module. (City uses electronic check 

signer which it has been customized for its AP).  

• Check number is monitored by AP module. 

• Dual signatures (authorized signature Mayor and Treasurer) print on all the checks by 

AP module. 

• Invoices are marked paid when checks are issued.  

• Check s are mailed directly to payee. 

 

 

Certain disbursements may be made by bank transfer and online payment such as payroll 

deductions. These payments are posted through journal entry in AP controlled accounts and bank 

account. The controls for recording these payments are the same as for cash disbursements. 

 

PETTY CASH DISBURSMENT - Petty cash disbursement is not encouraged. However, to 

expedite the purchase of small items after department head authorization the petty cash may be 

utilized. Whenever possible, the purchaser should provide the vendor with a copy of the City’s 

sales tax exemption certificate. Since the petty cash fund is limited to $300500, the City encourages 

the use of petty cash for purchases of less than $100.   

The petty cash disbursement voucher must be completed and accompanied with a purchase receipt. 

Petty cash is mainly utilized with known vendors. The City may utilize store credit cards for 

purchases of small supplies and materials when it is possible. These cards have been approved by 

vendors for a tax exempt entity, and department’s head must be approved the purchase before the 

request is forwarded to finance department. A special log is maintained by the finance department 

to track the use of the cards. The purchase receipts are reconciled with monthly statements before 

posting in the AP module.  
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Invoice Approval  

• The Finance Director and the City Manager shall be responsible for  final approval of  all 
invoices after they are processed and they shall further ensure that there is proper supporting 
documentation for invoices.  In the absence of the City Manager, the City Clerk shall have 
the authority to approve final invoices under the same terms and conditions as the City 
Manager.   

• Credit Memos:  
• A cCredit memos shallould be coded to the same account number and project 

code as the original charge. 
 

LONG-TERM DEBT AND NOTES PAYABLE  

To ensure that long-term debt and notes are properly authorized and payments made on time, the 

annual budget is projected for cash flow and payment of these liabilities. Appropriation includes 

capital outlay, capital lease, and financing of City projects. These liabilities are issued after 

authorization by the City Commission and they are recorded in the minutes.  

Posting of these transaction liabilities require the approval of the finance director. The debt 

agreement and instruments will be kept in a secured place by the City Clerk. 
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The outstanding debt, accrued interest and interest expense will be reconciled with the general  

ledgergeneral ledger either periodically or annually by the finance department.  

Payment of long-term debts will be made either through a check request or bank transfer   with the 

approval of the finance director.  

 

 

 

 

PAYROLL PROCEDURES   

The employee handbook governs the City’s policy and procedure for hiring, compensation, 

standard personnel conduct, professional work environment, benefits and other compliances with 

federal and state law requirements. The following payroll procedures and controls mainly relate to 
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personnel time keeping, payroll preparation and payment and they are monitored by the accounting 

department to record and to report payroll expenses in the general ledger.  

Effective April 2010, the City outsourced its payroll function to an outside payroll provider. The 

payroll provider is responsible for preparation of the quarterly payroll reports and preparation of 

annual W-2 forms.   

Weekly employee time is reviewed and approved by the department head, and then its forwarded 

to payroll in the accounting department. All hourly employees are required to clock in and out. 

Any overtime by any employee requires advance notice and approval of the department’s head.   

The payroll staff, reviews weekly time, benefits, and changes to employee’s status. After review, 

the time along with the time summary reports are forwarded to the City manager for review and 

final approval.    

Human Resources maintain all employee files and paper work. Any changes to employee’s status 

are reported by action form to the accounting department. The approved action form is the main 

source of record changes to the employee’s payroll data such as compensation, benefits and payroll 

deduction, in payroll provider software.    

The payroll staff is the City’s authorized personnel with access to payroll software and to process 

the payroll. The payroll staff is authorized to initiate, add, remove and modify personnel data. The 

access to payroll provider is through internet connection.    

The payroll distributions have been set up based on the City’s departments. Since there is not an 

interface between accounting ledger and provider software, various reports from payroll provider 

are used to record payroll expenses in the City’s accounting ledger. These reports include 

employees’ benefits such as accumulated sick and vacation time. Pre audit reports are printed and 

reviewed before the weekly payroll report is submitted to payroll provider. 
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Employees are offered various benefits under cafeteria plan. Various general accounts have been 

set up to control and maintain the payroll deductions for these benefits. The payments for these 

deductions are reviewed by the finance director, and control accounts are reconciled periodically 

with the general ledger.      

Employees have an option to receive the payroll check either as a direct deposit or as a check.  

Payroll checks are distributed to employees by the department head. The City maintains a separate 
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impress bank account for payroll and payroll fund transfer from general fund to payroll account 

on weekly basis. The payroll bank account is reconciled monthly by the finance director. 

 

 

INVESTMENTS 

The main objective of investment policy is to maximize the return on investments based on City 

policy, resolution, and state applicable laws and regulations. The investment policy mainly applies 

to the excess of available funds over the current fiscal year budget and based on the liquidity, 

income and safeguard of the City’s funds.   

The City may adopt a board or use a professional investment firm to manage or advise the City on 

the investments. The investment may be one or a combination of the following approved 

investment portfolios: 

• Local Government Surplus Trust Fund or intergovernmental investment pool authorized 

by State. 

• Interest-bearing time deposit or saving accounts in qualified public depository institutions. 

• Direct obligations of the United States Treasury. 

• Federal agencies and instrumentalities.  

• Securities and Exchange Commission registered money market funds with the highest 

credit quality rating from a nationally recognized rating agency. 

• Other investments authorized by law or by ordinance for the County. 

• Other investments authorized by law or by resolution for the School District.    

 

All proposed and approved investment transactions will be authorized by the finance director. 

The investment certificates are maintained in a secure storage area and periodically inventoried by 

authorized finance department staff.   

 

Investment earnings’ worksheets must be prepared monthly and the balance reconciled with bank 

or broker statements and general ledger control accounts.  

 

 

-8- 

 

An investment control log will be maintained by the finance department and all transactions and 

adjustments for each investment, such as purchase or sales are recorded and reported in this log. 

Periodical reports will be prepared for management or board and report all investment activities 

such as earnings, gains or losses and purchases and sales.  
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FISCAL POLICY 

The annual budget is an official City document and serves as policy for the financial planning for 

each fiscal year. It outlines the City’s resources such as personnel, equipment, facilities and 

materials to achieve the goals and objectives of the City and community.   

In addition to the above requirements, the City’s fiscal policy provides a guideline as how to utilize 

the excess of the annual fund for future priorities and programs. These objectives should be 

reviewed annually in conjunction with the annual budget. 

This policy may be accomplished by annual budget and allocation to programs based on a formula. 

A reserve may be set up for the following programs and priorities:   

• Reserve for capital items. 

• Reserve for future emergency. 

• Reserve for the City infrastructures and improvements.  

• Reserve for certain maintenance and operation. 

• Reserve for an identified program or mandated by state or federal government. 

 

These reserves strengthen the City’s financial position and help the City to achieve its objectives 

within City and community. 
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Attachment 
Audit Report 2022-A-0001 

City of South Bay Resurface Rock Island Road Construction Contract Audit 
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Finding (1): The City did not manage the Agreement in accordance with the 
Agreement terms and conditions and applicable written guidance.  
 
Recommendations:  
(1) The City follow its Purchasing Policy and Procedures, its Accounting 

Procedures Manual, and the Florida Prompt Payment Act. 
 
(2) The City update its Purchasing Policy and Procedures to include a section titled, 

“Exceptions to the use of Purchase Orders” or delete the reference to such 
section. 
 

(3) The City officials responsible for managing construction contracts become 
familiar with and follow contract terms and conditions. 
 

(4) The City implement a documented construction contract management process 
to ensure that the requirements of construction contracts are met and train 
responsible City officials. 

 
Management Response: 
Management concurs with this finding. All work required by the Agreement has 
already been performed. The City is now in the process of reviewing its financial 
purchasing policies and procedures and seeks to incorporate any revisions to its 
official purchasing code by December 2021. The City will ensure compliance of 
construction agreement by October 2021. 
 
Notes – Examples of Documentation Needed to Resolve: 

1. Recommendation 1 – Provide a copy of a recent construction contract and related 
payment support (purchase order, check request form, check) showing 
compliance with City written guidance. 

2. Recommendation 2 – Provide a copy of the updated Purchasing Policy and 
Procedures. 

3. Recommendation 3 – Provide copy of construction project planning and/or status 
meeting agendas and/or minutes to review key construction contract 
specifications, terms, dates, progress, etc. 

4. Recommendation 4 – Provide a copy of construction contract training 
schedule/agenda/presentation including the sign-in sheet(s) for training 
conducted. 

5. Recommendation 4 – Provide a copy of the documented construction contract 
management process, narrative, and/or procedure. 

 
Current Status: Pending  
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Finding (2): The City lacks sufficient controls over the payment process and the 
vendor master file.  
 
Recommendations:  
(5) The City revise the Purchasing Policy and Procedures and Accounting 

Procedures Manual to include the mitigating controls of the City Manager’s 
review and approval of all invoice/check request payments and the reporting of 
prior period cash disbursements to the City Commission. 

 
(6) The City establish a standard numbering convention for assigning vendor 

numbers and implement routine monitoring, review, and purging of the vendor 
master file to identify and resolve inactive, unauthorized, and erroneous vendor 
records. 

 
(7) The City inactivate the 689 vendors without payment activity for over two (2) 

years. 
 
Management Response: 
City concurs with finding and will update the accounting manual to include the City 
Manager or designee’s authorization for approval in the disbursement process by 
November 2021, the Finance Department as corrected the AP vendor Masterfile as 
September 2021 to show active and inactive vendors and will periodically review 
the AP vendors listing for inactive accounts along with reviewing and 
implementing a procedure to assign a vendor number to new accounts payable 
vendors by November 2021 without purchasing expensive software. 
 
Notes – Examples of Documentation Needed to Resolve: 

1. Recommendation 5 – Provide a copy of the updated Purchasing Policy and 
Procedures. 

2. Recommendation 5 - Provide a copy of the updated Accounting Procedures 
Manual. 

3. Recommendation 6 – Provide documentation showing the standard vendor 
numbering convention that has been established. 

4. Recommendation 6 – Provide copy of process, narrative, policy and/or procedure 
showing the schedule or plan for monitoring, reviewing, and purging of the vendor 
master file.  

5. Recommendation 7 – Provide a copy of the updated vendor master file. 
 
Current Status: Pending  
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RESOLUTION NO. 12-2022 
 

A RESOLUTION OF THE CITY COMMISSION OF THE 
CITY OF SOUTH BAY, FLORIDA, AMENDING THE 
PURCHASING POLICY AND PROCEDURES; 
AUTHORIZING THE CITY MANAGER TO TAKE ALL 
NECESSARY AND EXPEDIENT ACTION TO 
EFFECTUATE THE INTENT OF THIS RESOLUTION; 
PROVIDING FOR AN EFFECTIVE DATE 

 
WHEREAS, pursuant to Resolution 39-2013, the City Commission of the City of 

South Bay (“City Commission”) adopted a Purchasing Policy and Procedures; and  
 
WHEREAS, the City Manager is requesting authority to amend the Purchasing 

Policy and Procedures, as set forth in Exhibit “A”, attached hereto; and  
 
WHEREAS, the City Commission desires to accept such amendments and finds 

that approval of the attached amendments would be in the best interests of the residents 
of the City. 

 
 NOW, THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION OF 
THE CITY OF SOUTH BAY, FLORIDA, AS FOLLOWS: 
 
Section 1. Adoption of Representations.  The foregoing “Whereas” clauses are 
hereby ratified and confirmed as being true and the same are hereby made a specific 
part of this Resolution. 
 
Section 2. Authorization of City Manager.  The City Commission of the City of South 
Bay hereby authorizes the City Manager to incorporate amendments, attached hereto as 
Exhibit “A”, into the City of South Bay’s Purchasing Policy and Procedures and further 
authorizes the City Manager to take all necessary and expedient action to effectuate the 
intent of this Resolution. 
 
Section 3. Effective Date.  This Resolution shall be effective immediately upon its 
passage and adoption. 
 
 
PASSED and ADOPTED this 5th day of April 2022. 
 
 
 

________________________________ 
      Joe Kyles, Mayor 
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ATTEST:        
 
 
By: ________________________________ 
 Natalie Malone, City Clerk 
 
 
APPROVED AS TO FORM AND  
LEGAL SUFFICIENCY: 
 
      
Burnadette Norris-Week, Esquire 
City Attorney 
 

Moved by:       
       

Seconded by:       
 
VOTE: 
 
Commissioner Berry   (Yes)    (No) 
Commissioner McKelvin   (Yes)    (No)    
Commissioner Wilson   (Yes)    (No) 
Vice-Mayor Barnard   (Yes)    (No) 
Mayor Kyles     (Yes)    (No) 
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Purchasing Policies 
 
It is the policy of the City of South Bay “the City” to approve authorized purchases in the most 

expedient manner consistent with both operational requirements and internal controls. 

The Finance Department is responsible for the sound fiscal management and provides support to 

all the City’s departments. It is the policy of the Finance Department to approve the request for 

purchase within twenty-four (24) hours from the time requested. This approval is conditioned 

upon the requesting department supplying with the required information. 

It is the responsibility of the Finance Director, who is appointed by the City Manager, to approve all 

purchases of goods and/or services in accordance with the policies, and in a manner and method 

which provides for the most proficient and effective expenditure of City funds. The Finance Director, 

or designee, is responsible for the direction of the City's procurement process and operations as 

directed by Chapter 2 Article VI of the City of South Bay Code of Ordinances, Chapter 287 of 

the Florida Statutes, and other Federal, State and Local laws, statutes, ordinances, directives and 

policies as they apply to local government purchasing. 

The Finance Director, or designee, recommends rules and procedures relative to the 

purchasing process, provides assistance and advice, as necessary, in the administration of, and 

compliance with, the purchasing policies and procedures. 

The current primary method of purchasing a product or services for the City is through a 

purchase order. A purchase order is intended to provide some assurance proper procedures and 

approvals have been obtained prior to placing the order for the product or service. In general, 

purchases are made through a purchase requisition, which is then processed into a purchase order. 

Certain items do not require a purchase order and are listed under the section "Exceptions to 

the use of Purchase Orders". 

The City has adopted a procedure to simplify the purchasing process for obtaining 

supplies, materials, services, travel, and equipment by making available to certain employees the 

authority to make purchases directly through a purchasing card program. The purchasing card 
program is designed to improve efficiency in processing purchases from any authorized vendor that 

accepts the credit or store card. 

 

C i t y em ployees making unauthorized purchases or participating in other violations of this policy 

may subject to disciplinary action, up to and including termination. 

    

 

   General Procurement & Purchasing Procedures:   
   

   The following procedures are approved: 

 

   1. For purchases of up to three hundred ($300), competitive pricing is not required; however, 

obtaining quotations is always recommended when practical. Please note that the amount above 
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refers to the total purchase price, including any shipping or other costs incidental to the purchase. 

 

 2. For purchases of three hundred and one ($301) dollars to one thousand ($1,000) a 

competitive pricing is required from at least three sources. The quotation may obtain by phone, 

however for the purchases of ($1,001) to ten thousand ($10,000) a written competitive pricing 

is required from at least three sources, and kept on file in the requesting department. All 

quotations must be entered in the requisition.  

The Requisition’s Description section should be used to note special conditions related to the 

purchase order such as single or sole source justifications, "piggyback" contract & contact information, 

and any other key information that is essential to the approval of the request for purchase such as the 

Bid number, project number, and date approved by the Designee and/or City Commission (if 

these are applicable). The documentation requirements for each type of purchase are discussed in 

detail in the appropriate section.  

 3. For all purchases in the amount of ten thousand and one ($10,001) dollars or more, sealed 

bids are required and the Request for Proposal (RFP) or Invitation for Bid  (IFB) process must be 

followed. 

 4. An agenda item on contracts or purchases in the amount of three thousand ($3,001) dollars or 

more is required for approval by the City Commission. This applies to both budgeted & unbudgeted 

items.  

 
 5. Public improvement projects requiring "sealed" drawings and are expected to have a 

completed cost in excess of ten thousand and one ($10,001) dollars must also be reviewed by the 

City Manager prior to proceeding with final design. Note that repairs of existing facilities are 

excluded from this requirement. 

 6.    Bids shall be awarded to the local vendor when the amount of difference in the bids from 

acceptable vendors is equal or less than five (5%) percent of the local vendor's bid. Local vendor 

preference shall apply only when the vendor is located within the Glades’ Area limits and is duly 

licensed and authorized to engage in the business for which the bid is submitted. Local vendor 

preference shall not apply to purchases exempt from competitive bidding, goods or services not 

meeting specifications, vendors with past performance and delivery problems, and or when the 

City Manager otherwise determines that it is not in the City's best interest. Departments must 

indicate in the comments section of the requisition that a local vendor preference has been applied. 

 
 7.   The City may piggyback on the contracts of other governmental agencies when competitive  

 bid procedures, have been followed by that entity. If a State, county or other agency contract 

used in lieu of bid procedures, include the appropriate information in the requisition 

comments section. The minimum requirement is to include the agency, the contract number, 

expiration date of the contract, and the name and phone number of that contract's administrator.  

 

 8. All annual contracts shall be entered in one Request for Purchase for the total amount of the 

 contract, and only one Purchase Order number will be assigned. The total amount of the contract 

shall be entered. Payments shall be withdrawn from that Purchase Order and the  amount to be 

paid will be the amount receipted on the invoice. 
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 9. The City Manager and Finance Director approve all Capital purchases. Capital purchases 

are equipment units or items of a non-consumable nature with a value of $750 dollars or more and 

an expected service life of one (1) year or more. Equipment or services with a value of less than 

$750 dollars that are part of a larger capital project must be charged to the appropriate capital 

account but do not require the individual approval(s) above. This purchase is subject to 

general procurement policy which is outlined in paragraph 2, herein an approval of 

City Manager or the Finance Director. 

 

 10.  The purchase of all computer equipment/software and related supplies and services shall 

have the approval of the IT before a purchase order/contract is issued, including expenditures for 

telephone service and equipment, pagers, cell phones, fax machines, copiers, printers, digital 

cameras, computer training courses and manuals, storage media, database products, 

software/hardware maintenance agreements and software support, software upgrades, internet 

access, electronic subscriptions and any other type of data or voice service. This purchase is 

subject to general procurement policy which is outlined in paragraph 2, herein an 

approval of City Manager or the Finance Director. 

 11. The purchase of all vehicles, trucks, heavy equipment, heavy transportation 

equipment, trailers or any motorized equipment, and lawnmowers, shall have the approval 

of the City Manager before a purchase order/contract is issued. This purchase is subject to 

general procurement policy which is outlined in paragraph 2, herein an approval of 

City Manager or the Finance Director. 

 

12.  The use of services for temporary employees shall have the approval of the City 

Commission.  

 

13.    The purchase of flowers or similar items for bereavement or memorial purposes shall 

have the approval of the City Manager. 

 

        14.  The purchase of City-stationery, business cards and envelopes shall have the approval of 

the City Manager before a purchase order/contract is issued. This purchase is subject to 

general procurement policy which is outlined in paragraph 2, herein an approval of 

City Manager or the Finance Director. 

 

 15.  Internet purchases. This purchase is subject to general procurement policy which is 

outlined in paragraph 2, herein an approval of City Manager or the Finance Director. 

 

 

Competitive Procurements (IFB & RFP): 
  

Invitations For Bid (IFB) are written documents issued by the Department Heads and reviewed by 

the Finance Director, or designee, inviting potential contractors or vendors to submit sealed, written 

pricing for specific goods or services in conformance with specifications, terms, conditions 

and other requirements described in the bid invitation documents. Formal bids shall be utilized to 
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document procurements of goods and contractual services with an aggregate cost of ten thousand 

($10,000) dollars or more. 

Request for Proposals (RFP) are written documents issued by the Department Heads and reviewed by 

the Finance Director, or designee, inviting potential contractors or vendors to submit sealed proposals 

for specific professional services or goods in conformance with the scope of services, terms, 

conditions and other requirements described in the RFP documents. RFP's are utilized for 

procurements of professional services or goods with an aggregate cost of ten thousand ($10,000) dollars 

or more. 

Competitive procurements should be advertised in a newspaper of general circulation. Standard 

documents for newspaper ads, IFBs and RFPs are available from the Finance Department. Note that 

the ads may now refer responders to the City's webpage so that vendors may download the IFB/RFP 

directly. 

 

Professional services (architectural, engineering, landscape architectural, or surveying & mapping) on  

a project estimated to cost $100,000 or more or a planning or study activity estimated to cost twenty-

five thousand ($25,000) dollars or more must be selected in accordance with Chapter 287.055 of the 

Florida Statutes.  

Evaluation of all responsive proposals shall be accomplished by a selection committee including at 

least one employee selected by the City manager and or Finance Director and two appointed by the 

relevant Department Head. Evaluation criteria shall be contained in the Request for Proposal. 

Procurements at Auction:  
 
Upon prior written authorization from the City Manager, the City may bid at auction sales conducted 

by federal, state, local governments and private firms for materials, supplies, goods in excess of four 

thousand ($4,000) dollars, not to exceed five thousand ($5,000) dollars, and equipment not to exceed 

ten thousand ($10,000) dollars, without the necessity of the bid procedures set forth above. 

Blanket Purchase Orders:  
 

Blanket purchase orders may be used for small, repetitive specified goods or services from the same 

vendor that requires numerous orders/shipments over specified periods of time. Blanket purchase 

orders may also be used for budgeted items not subject to competitive pricing (e.g. electric utility bills). 

The following guidelines apply for blanket purchase orders: 

a. Draws against the blanket must not exceed, nine hundred ninety-nine dollars and 

ninety-nine cents ($999.99) a month unless competitive pricing has been obtained or 

competitive pricing is not required. 

b. Operating expenditures and capital expenditures must not be mixed 

on the same blanket.  

The requisition’s description section of the blanket must address the following specific items: 
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1. Indicate the source of the purchase order amount (e.g. $999.99 a month s     last year's 

budget amount/this year's budget amount) as appropriate. 

2. If blanket is expense or capital (see above) in those cases requiring two blankets 

to the same vendor. 

3. Last time quotes were obtained or reason why quotes not needed. 

 

The use of blankets purchase order to by-pass the competitive pricing or bid procedures is not 

allowed. 

Procurements not Requiring Competition:  

 
In general there are five (5) procurement categories not requiring competition: 

1. Certain reoccurring or one-time obligations documented and approved in accordance with 

the appropriate sections of these procedures. 

2. Single Source procurements documented and approved in accordance with the appropriate 

sections of these procedures. 

3. Sole source procurements documented and approved in accordance with the appropriate 

sections of these procedures. 

4. Contingency Fee Audits/Auction Services/Collection Services. 

 

5.  An emergency procurement documented and approved in accordance with the Emergency 

Purchases section of these procedures. 

 
 

Certain Reoccurring or one-time obligations:  

 
Some recurring and/or one-time obligations are exempt from the competitive bidding process because of 

unique circumstances. 

These obligations include: 

 

 Utility (e.g. electric, natural gas etc.) services for City owned or operated facilities. 

 Fees charged by other governments, either on a one-time basis or inter-local agreements 

 Seminars, registrations, professional membership dues and fees associated with such 

activities. 

 Insurance Premiums 

 Debt Service Costs and Agent Fees 

 Emergency drug screens and physicals (other than the City's health care provider) 

 Payroll generated payments (child support etc.) 

 Certain refunds and reimbursements (e.g. utility deposit refunds) 

 Repairs or service on proprietary equipment or warranty services on such equipment. 

 Other payments as approved by the Finance Director. 
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These obligations may be paid with blanket. 

 

Approvals and payment for these items will be processed using the Accounts Payable. These items 

require the approval of the Finance Director, or designee, and that funds are budgeted and 

available before the expenditure can be made. If funds are not available, a request for a budget transfer 

should be submitted to the City Commissioners before the transaction is sent to the Finance department 

for payment processing. 

 

Single Source Procurements:  
 

Single source procurement is an award of contract or purchase order for required goods or services to a 

contractor without competitive bidding, even if this contractor or vendor is not the only producer of 

the product or service. Some of the factors considered to qualify as a single source are: 

1. Operational necessity or requirements outweigh pricing factors. Risk of service 

disruption or additional workload is not worth perceived price benefits. 

2. Vendor or contractor supplied original equipment or made original installation. 

Familiarity with our specific operations of facilities is critical to continuing operations and 

outweighs pricing considerations. 

3. Pricing factors not material (e.g., continuation of an existing contract with any 

increase in price tied to a nationally published index), minimizing or negating the 

advantages of competition or incremental dollar amount itself may be small. 

4. The level of effort required by staff to follow competitive bid process is not cost 

effective when compared to perceived price benefits of competitive bidding. 

 

5.  Exposure is low. Contracts are lump sum or unit rate contracts. 

 

Single source items must be justified in the description section of the requisition and the narrative 

discussion should contain an indication of which specific factors above qualify the goods or services 

as a single source procurement item. 

"Piggybacking" is single source procurement. Single source contracts require the approval of 

the City Manager for amounts under $3,000. Commission approval is required for contracts above 

this amount. 

 

Sole Source Procurements:  
 
Sole source is an award of contract to the only known source for the required goods or services, 

occasioned by the unique nature of the requirement, the vendor, and the impracticality of 

obtaining competition or market conditions. A sole source purchase cannot be justified on the basis of 

quality or price, as quality can be a subjective evaluation based on individual opinion, and price 

considerations must be evaluated by competitive bidding. If there is more than one product or service 

that will perform essentially the same functions under essentially the same conditions as the requested 

product or service, a sole source is deemed not to exist. Some of the factors considered to qualify as a 

sole source are: 
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1. The stated vendor is the only producer of the product or service, and no commercial 

substitute is available. 

2. The information or data is proprietary. 

3. The maintenance or repair requires specialized equipment or expertise, 

which is available only from the original vendor, or vendor representative. 

4. The merchandise to be purchased is for resale. 

Sole source items must be justified in the comments section of the requisition and should contain 

the following information: 

1. How the determination was made that the goods or services being purchased were 

available only from one source.  

 

2. What contacts (if any) were made in an attempt to identify alternate sources. 

 

3. Specific reason(s) that other or similar goods or services from other sources are not 

acceptable. 

 

 

Contingency Fee Audits/Auction Services/Collection Services:  
 

Providers of services including, but not limited to, contingency fee audits, auction services, debt 

acquisition, management & collection and similar services receive their fees from revenues, 

generated by their efforts. Fees are a percentage of the revenue actually collected by the City. 

These services are typically unique and variable dependent on the nature of the audit, condition and 

type of material being sold or the degree of difficulty and/or the level of effort required in collecting 

the charges or providing the service. These factors make it desirable to have sufficient flexibility in the 

contract negotiations to structure the arrangement to be mutually beneficial. Therefore, such contracts 

and agreements are exempt from the competitive bid requirement and may be directly negotiated by the 

Finance Director with the concurrence of the City Manager. 

 

 

Awards:  
 

Suppliers shall be selected based on total cost, which considers delivery, freight cost, 

prices, quality, life cycle costs, warranty, services, terms and conditions. Awards to other 

than the low bidder shall be documented to show the rationale for selection (e.g. critical 

delivery date) and/or rejection (e.g. does not meet specifications, delivery and past 

performance problems) of the low bidder. Finance Departments are responsible for the 

retention of all documentations regarding the selection process. 

 

Change Orders or Amendments:  

 
Change order means changes, due to unanticipated conditions or developments, made to a 

contract which do not substantially alter the character of the work contracted for and which 
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do not vary so substantially from the original specifications as to constitute a new 

undertaking. Such changes must be reasonably and conscientiously viewed as being in 

fulfillment of the original scope of the contract. Further, such changes when viewed against 

the background of the work described in the contract and the language used in t he 

specifications, must clearly be directed either to the achievement of a more satisfactory 

result or the elimination of work not necessary to the satisfactory completion of the contract.  

The City Manager is hereby authorized to initiate and approve work on the following types of 

change orders determined in his/her judgment to be in the best interest of the public and 

such change orders do not materially alter the scope of the work contemplated by the initial 

contract: 

1. All change orders resulting in a cumulative net decrease to the initial cost of the 

contract to the City. This specifically includes reductions in prices due to instituting 

a sales tax exemption program. 

2. Change orders increasing the initial contract cost by ten percent (10%) but not more 

than $3,000, provided sufficient documentation is provided and budgeted funds are 

available or can be transferred from the relevant Department's accounts. 

3. Change orders or amendments involving procedural or other matters that will not 

result in any change to the contract's cost. 

All other change order must be formally approved by the City Commission. 

 
 

Emergency Purchases:  
 

An emergency situation is defined as a circumstance in which the City Manager determines one or 

more of the following criteria apply: 

1. Critical City operations may be severely affected in an adverse manner. 

2. Creates a threat to public health, welfare or safety. 

3. A delay in the procurement of goods or services is against the public interest. 

 

In such cases the City Manager, or designee, may waive normal purchasing procedures to 

facilitate the immediate purchase of supplies or contractual services up to $10,000 for 

emergency protective measures or emergency repairs to equipment or facilities damages during the 

incident. 

 

An executive order issued by the Governor of the state of Florida for an incident is considered 

by definition to meet the criteria for emergency purchases. 

 

The FEMA declared incident period of a named tropical storm or hurricane is considered by definition 

to meet the criteria for emergency purchase. 
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Receiving:  

 

1. It is the responsibility of each department to inspect all goods or services to 

determine their conformance with the specifications set forth in the contract. 

2. If goods or services are not acceptable, the department shall contact the vendor to resolve the 

problem. 

3.  If goods or services are acceptable a receiving report shall be accomplished 

immediately. 

 

 
 

Services performed on City property:  
 
Vendors performing work on City property are required to: 

1. Be properly licensed under existing Federal, State and City laws. 

2. Certificate of Insurance shall be provided by the successful bidder to assure the City's insurance 

program will not be called upon to respond to losses from, and that the contractor is 

financially capable of responding to, claims resulting from the contractor's 

operations, activities or services for the City. It includes the following specifics: 

The contractor agrees to hold harmless and indemnify the City for any claims 'which 

may arise as a result of the contractor's actions. 

  The certificate shall evidence no less than a thirty (30) day cancellation   

  clause and a requirement that the City be notified of cancellation. 

  The inclusion of the City, its officers, commissions, agents and employees   

  as additional insures. 

 

The amounts and types of insurance required will be detailed in the bidding or purchase document. 

 

3. Construction and service contractors shall provide evidence of commercial general 

liability, property damage, worker's compensation insurance and automobile liability 

coverage. This includes insurance for any subcontractor being utilized. Limits of 

coverage will vary based on the scope of work and statutory requirements. 

 

 

4. Professional services and environmental contractors shall provide evidence of 

professional liability, commercial general liability, worker's compensation insurance and 

automobile liability coverage. This includes insurance for any subcontractor being 

utilized. 

 

5.   Obtain all permits required for the nature of the work. 

 

 

Page 50 of 125



 

12 

L. D. Camel – Interim City Manager 

M. Saadatmand – Finance Director  06/13 

Bid & Performance Bonds: 
 

The use of bonds is determined by the type & amount of the service being sought. There are two 

major types of bonds used by the City in the competitive procurement process. 

 

1. Bid bonds are used when bid security is required to ensure that the firm or individual 

awarded a contract will subsequently enter into contract with the City. Bid bonds are 

Generally written in an amount equal to five (5%) percent of the total amount bid. 

 

2. Performance bonds are used when a guarantee is required to ensure that a firm or 

individual that has entered into contract with the City will complete the project within 

the term of the agreement. Performance bonds are generally written in an amount equal 

to one hundred (100%) percent of the contract award amount. 

 

The costs of the bonds are ultimately borne by the City since the contractor must recover his cost.  

Therefore, bonds may or may not be required. This decision will be made on a case-by-case basis 

by the City Manager, based upon the type of contract, the perceived risk being taken and Chapter 

255.05 of the Florida Statutes. 

 

Projects 
 

The use of project number is helpful when tracking the total coast of a particular activity, including 

payroll and purchases by several departments. Project numbers can used to track long-term capital 

projects, grants, in-house projects, special projects, ongoing maintenance projects and any other 

activities that require the capture of total cost. The assignment and use of project codes in GL and 

annual budget is to be coordinate with the Finance Department. 

 

In general a defined project will be a designated project manager. This person will usually be the 

designated contract administrator for those procurement requiring contracts.  The contract 

administrator is responsible for the following: 

 

 Providing properly signed contracts to the City Clerk 

 Ensuring the contractors have obtained required insurance coverage and providing copies to 

the City Clerk. 

 Administration of the contract including supervision of the work id appropriate. 

 Ensuring that requirements for payment have been met before authorized such payment. 

Ethical Standards:  
No officer or employee of the City shall have any financial interest in the profits of any contract, 

service, or other work performed by the City; nor shall an officer or employee personally profit 

directly or indirectly from any contract, purchase, sale, or service between the City or any person 

or company, nor personally or as an agent provide any surety bail or bond required by law or 

subject to approval by the City Commission. No officer or employee shall accept any free or 

preferred service, benefits, or concessions directly or indirectly, from any person or company 

doing business with, or soliciting business from the City, if the officer or employee has reason to 

believe such free or preferred service is given to influence the employee or officer in 

recommending or approving a City contract with said person or company. 
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No "presumption of guilt/is created by the mere existence of a relationship with an outside firm. 

However, if you have any influence on transactions involving purchases contracts or leases, it is 

imperative that you disclose this relationship to your supervisors and the Personnel Director as 

soon as possible.
 

Unacceptable Practices:  
 

The following practices are unacceptable: 

1. Purchase of a product or service prior to obtaining an approved purchase order. 

2. Splitting purchase orders into smaller amounts for the purpose of avoiding the need for 

quotations, or formal bidding. 

3. Specifying a sole or single source purchase when other sources, products or services are 

available for the purpose of avoiding the need to obtain quotations, or following formal bid 

procedures. 

4. Use of the account payable payment method when a purchase order is required. 

5. Miscoding purchases to accounts in order to avoid processing a budget transfer. 

6. Payment of sales taxes for the purpose of avoiding the paperwork required to establish 

the City's exemption. 

7. Failure to take discounts for the purpose of avoiding paperwork or avoiding expedited 

paperwork required to claim a discount. 

8. Use of a computer user id and/or password other than one's own is strictly prohibited. 

City employees engaging in the above unacceptable practices may be subject to disciplinary action, 

up to and including termination. 

Purchase Order Approval Sequence:  

 

It is important to note that orders for goods or services cannot be placed until the Finance 

Director, or designee has approved a purchase order. The purchase order approval sequence 

outlines the steps in the process and the internal controls of segregation of duties, which requires that no 

one individual has approval authority over all the activities of ordering, receiving, storing, issuing 

materials, approve invoices and payments. Separate positions should be designated at the department 

level to control these activities. 

 

1.  The department identifies the need and obtains quotations, if required. 

 

2. The department enters the request for purchase. All the information required as per these 

procedures must be entered in the requisition. Incomplete request for purchase will be 

returned to the departments, with an explanation in the Comments section as to why it was returned. 

3. The Department Head, or designee (an employee in a supervisory capacity), will approve the 

requisition. Under no circumstances shall the originator of the purchase requisition second 
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level approve the requisition. Should the Department Head or designee not be available, 

contact the Finance Director's office. 

4. The Finance Director, or designee, reviews and approves the request for purchase. Before 

approval, the requisition must be in conformity with the procedures above and include, as appropriate, 

the following: 

a. proper account number(s), project number, commodity and sub-

commodity codes, delivery date, vendor, quotes, comments, item description, 

quantity and unit cost. 

b. Funds must be available in the account before approval. 

c. If the request for purchase is a capital purchase, and seven hundred and 

fifty ($750) dollars or more, a printed copy must be sent to the Finance Director 

and City Manager for their approvals. 

5. After Finance approval, the department processes the requisition through purchase order 

module, assigns a Purchase Order number and prints it. 

6.  The department can now place the order. 

7.  Paper copies of the purchase order will only be printed upon request by the vendor. 

Invoice Attest:  
 

The primary responsibility for the validity of an invoice rests with the department. Specific responsibility 

should be assigned for the verification and accuracy of invoices. For contract invoices, employees 

assigned this responsibility should have copies of the payment terms as contained in the contract 

and copies of relevant contract amendments and change orders. For routine orders of consumable 

supplies, utility bills etc. attest should be made by an employee with personal knowledge or with 

documents confirming receipt of the goods. 

The department's signature of approval on an invoice signifies that: 

1. The goods or services covered by the invoices were delivered in proper 

condition or services were satisfactorily performed and in conformity with the terms and 

conditions of the contract between the parties. Questionable charges must be resolved before 

invoices are forwarded to Finance for payments. 

2. Confirming copies of documents (e.g., receiving reports, waybills) were 

reviewed promptly upon receipt for validity of transactions. 

3. The quantities, prices and payment terms are correct as stated in the invoice and the 

proper accounts charged. 

4. In the case of certain capital & expense purchases, the property tags have been 

attached to the purchased item if required. 

5. The invoice is coded to the proper project identifier. 
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6. The payment being processed has not already been made. 

7. Payments should be made only against original invoices, and any alterations thereto 

should be questioned and, if acceptable, initialed. 

8. Invoices must be property stamped & signed. This is the proof that invoice has been 

properly attested. 

9. Supporting documents should be retained by the department in sufficient detail to 

verify work scopes, competitive quotes etc. 

10. Record retention shall include current and previous fiscal year files. 

 

11.   Final payment or retention release should not be approved until the department is 

 satisfied that all the contractor's obligations have all been met. 

 

 

Invoice Approval:  

The Finance Director or the City Manager is responsible for the approval of the invoice after it 

process by AP and proper supporting documentation 

Credit Memos:  
 

A credit memo should be coded to the same account number and project code as the 

original charge. 

 

Signatures on Contract: 
 

Contracts for on-going and/or routine purchases of goods or services may be signed and executed by 

the relevant Department Head and City Manager. All other contracts must be signed and 

executed by the Mayor.  

Credit Card Policy:  

 
POLICY: The purpose of the credit card is principally to facilitate the acquisition of goods and 

services for the City where the vendor requires such use. Credit card purchases are intended to be 

small in scope and of a “non-capital” nature. All purchasing of budgeted capital items must have 

the proper approval of the appropriate Department Director or City Manager.   

 

Additionally; The City of South Bay recognizes that the Mayor, Commissioners, appointed 

officials, and certain department heads are required to make expenditures of funds in the course 

of performing their functions in the municipal government.  It provides detailed purchase 

histories and other important record-keeping and time-saving information.   

The usage of this card is for TAX EXEMPT PURCHASES ONLY.  The cards may only be used 

to charge ALLOWABLE purchases that otherwise would be reimbursed had the user charged the 

purchase on their own credit card or paid cash for the item(s). 
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I. Cardholder Limits 

A. City employees and officials may be Cardholders in accordance with this policy.  

B. A maximum dollar amount for each single purchase and a total for all purchases made with 

the credit card within a given monthly billing cycle has been provided to each Cardholder. The 

City’s standard limits are as follows:  

1. Single Purchase Limit – As per purchasing policy  

2. Billing Cycle Limit - Not to exceed your assigned card limit  

C. If the situation arises that purchases are regularly required over the Cardholder’s established 

limit, a “Credit Card Maintenance” form must be completed and signed by the appropriate 

Department Director requesting the change and forwarded to the Finance Director or City 

Manager. At the Finance Director, with concurrence from the City Manager, approval may be 

granted or denied. If approved, the limitation change will be a temporary onetime approval.  

 

II. Use of Credit Card 

A. The credit card is to be used for City purchases only.  

B. No person other than the Cardholder is authorized to use the card unless prior written 

authorization is obtained from the Cardholder.  

C. Questions regarding credit card accounts and procedures should be directed to the Finance 

Director.  

D. The credit card may be used at any business establishment, which accepts credit cards for 

payment.  

E. Cardholder should exhaust all other methods of procurement before using the credit card (ie, 

purchase orders or invoicing).  

F. The Cardholder must be able to justify that the use of the credit card was necessary and 

official city business purpose.  

G. Cardholder shall take all necessary precautions to keep the card and card number in secure 

location.  

H. Cardholder’s department is responsible for all charges incurred on the credit card including 

any annual service fees and finance charges.  

I. The card should be used with the tax-exempt form so that sales tax is not charged for City-

related purchases.  Any sales tax charged on the credit card will be charged back to the employee.   

J.  Personal use of the credit card is strictly prohibited, pursuant to policy and State sales tax law.  

All personnel will read and be familiar with all aspects of this policy and will confirm, in 

writing, an acknowledgment of such information.  The acknowledgment will provide for 

financial responsibility for any proven misuse of the credit card. 

 

 

III. Telephone and Facsimile Orders 

A. When placing a telephone/facsimile order, confirm that the vendor agrees to charge the card 

when shipment is made and not sooner. The receipt charge date should coincide with the 

shipping date.  

B. All telephone/facsimile orders must be recorded on the “Record of Credit Card  

Use” form when the transaction occurs.  

C. Request that the vendor send, via facsimile or e-mail, a copy of the invoice marked “Paid by 

credit card”. The original invoice is still necessary by the Finance Department for reconciliation 

purposes.  

D. If no receipt is available for the telephone/facsimile order, complete the  

Page 55 of 125



 

17 

L. D. Camel – Interim City Manager 

M. Saadatmand – Finance Director  06/13 

“Telephone/Facsimile Order” forms in full. This form will be used as the documentation when 

reconciling the Monthly Statement of Account.  

E. NO backorders are allowed.  

 

IV. Documentation 

A. Documentation must be retained as a proof of purchase any time a purchase is made using the 

card. These documents are to be used to verify the purchases on the Monthly Statement of 

Account.  

B. All purchases are to be recorded on “Record of Credit Card Use” form. This form must be 

maintained as charges occur.  

C. If, for any reason, the Cardholder does not have documentation for a transaction, the 

Cardholder must attach a “Statement of Missing Documentation” form, which provides a 

description of the item, vendor’s name, reason for missing documentation, and the action that 

will be taken to insure proper documentation in the future. In addition, the Cardholder and the 

City Manager’s signature are required on the form.  

D. If receipts are related to travel, it is the Cardholder’s responsibility to photocopy the receipts 

to attach to their “Travel Requisition” form. The original must be forwarded to the Finance 

Department for reconciliation with Monthly Statement of Account.  

E. Copies of all necessary forms are enclosed within this section of the Financial Operations 

Guide Travel and Training Policy 

F.  The card should be used with the tax-exempt form so that sales tax is not charged for City-

related purchases.  Any sales tax charged on the credit card will be charged back to the employee.   

G.  Personal use of the credit card is strictly prohibited, pursuant to policy and State sales tax 

law.  All personnel will read and be familiar with all aspects of this policy and will confirm, in 

writing, an acknowledgment of such information.  The acknowledgment will provide for 

financial responsibility for any proven misuse of the credit card. 

 

V. Card Restrictions 

A. The following uses of a Credit Card are prohibited: 

1. Cash advances.  

2. Personal purchases. A Cardholder may not charge any personal items on the City credit card.  

3. Gasoline purchases or vehicle repairs unless outside the City Limits or service area and/or in 

an emergency. Documentation will be required.  

4. Alcoholic beverage purchases.  

B. Per Diem. Per Diem requests shall be processed through Accounts Payable prior to travel. 

Refer to City of South Bay - Financial Operations Guide Travel and Training Policy.  

C. Cardholders shall also comply with any applicable departmental restrictions on usage.  

D. A Cardholder may not violate any established procurement requirements, where it pertains to 

obtaining quotes, when using the City credit card.  

 

 

VI. Reconciliation and Payment 

A. At the close of each billing cycle, the Finance Department will request a copy of your  

“Record of Credit Card Use” form and provide a due date for its submission.  

B. Attach any additional documentation necessary, complete all forms fully and assure that all 

necessary signatures have been obtained.  

C. This form will be reconciled with both the receipts and the “Monthly Statement of  

Account” by the Finance Department.  
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D. If unable to submit the required documentation by the due date, please contact the  

Finance Department as soon as possible.  

E. Payment will be made promptly and before the due date to avoid any service or finance 

charges following approval of the City Commission. 

F. Any employee not responding promptly to the request for information from the Finance 

Department or in any way delaying the timely monthly payment of the credit card account 

understands and agrees that a violation of this request stated herein shall subject employees to 

immediate discipline up to, and including, immediate termination or suspension..  

 

VII. Disputes 

A disputed item could result from numerous circumstances including defective purchases and 

unauthorized use. The proceeding steps should be taken when an item is being disputed:  

A. Whenever possible, return item(s) to vendor for replacement or credit.  

B. If vendor refuses to replace the item(s) or credit the account, the “Statement of  

Disputed Item” form will need to be completed.  

C. If unauthorized charges occur, complete the “Statement of Disputed Items” form.  

D. Fax completed “Statement of Disputed Items” form to the Card Issuer  

E. Forward a copy of the “Statement of Disputed Items” form to the Finance Department.  

F. If, after notifying the Card Issuer, the Cardholder is not satisfied with the outcome; the 

Cardholder may contact the Finance Director for assistance. At this time the Cardholder will 

need to inform the Finance Director of any prior action taken to resolve this dispute.  

 

VIII. Lost or Stolen Cards 

Should any Cardholder lose, suspect of having lost, or have their credit card stolen, it is their 

responsibility to immediately notify the Card Issuer and the Finance Department of the loss. The 

following steps must be taken to report the loss:  

A. Report the loss immediately to the Credit Card Issuer at 1-800-673-1044. They can be 

reached 24 hours a day, seven day a week.  

B. Notify the Finance Department immediately upon discovering that the card is missing.  

 

IX. Termination / Resigning Employees 

A. All efforts will be made by the Finance Department to obtain the credit card, any receipts, 

“Record of Credit Card Use” forms and other related forms when a  

Cardholder employee is terminated or resigns, or when a Cardholder official leaves office.  

B. If the credit card cannot be collected, a “Credit Card Maintenance” form shall be completed 

by the Department Director or City Manager, as may be appropriate, and to insure the card is 

canceled.  

 

X. Policy Violations 

Failure to follow this policy may result in loss of Cardholder privileges and, for employees, may 

result in disciplinary action, including termination of employment. 

 

XI. Retail Credit Cards 

In some instances, an employee who would not otherwise have a credit card may need a card 

which is limited to the purchase of items from a specific retail establishment.  The Finance 

Director is authorized to allow retail credit cards to be obtained and used as necessary.  Retail 

credit cards are to be treated in all respects as other credit cards for the purposes of accounting 

and reconciliation. 
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City of South Bay 

Credit Card User Agreement 

1. I understand that I am making a financial commitment on behalf of the City of  

South Bay and will strive to obtain the best value for the City.  

 

2. I understand that under NO circumstance will I use the credit card to make personal purchases, 

either for others or myself.  

 

3. I will follow the established Credit Card policy. I understand that failure to do so may result in 

either loss of privileges or other disciplinary actions, including termination of employment.  

 

4. I agree that should I willfully violate the term of this Agreement, I will reimburse the  

City of South Bay for all incurred charges and any fees related to the collection of those charges.  

 

5. All receipts received when making a credit card purchase will promptly be forwarded to the 

Finance Department for monthly reconciliation and payment.  

 

6. I understand that I am restricted to specific limits when using the credit card for purchases.  

 

7. I agree that should I leave City of South Bay employment, I will return my credit card and all 

appropriate documentation to the Finance Division.  

 

8. I will use the City of South Bay credit cards with the highest degree of personal and 

professional integrity and ethics, recognizing my responsibility to the public and the City 

organizations.  

 

9. I agree to promptly contact Bank of America at 1-800-673-1044 if I lose, misplace, or have 

my credit card stolen.  

 

I have received, read, understand, and agree to comply with the City of South Bay Credit Card 

User Policy.  

 

_____________________________  

 Employee Name (Print)  

 

 

_____________________________    ____________________  

 Employee Signature      Date  
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City of South Bay 

Statement of Missing Documentation 

For Credit Card 

 

Complete this form if there is no documentation to support a charge on your credit card. One 

form must be completed in full for each instance of missing documentation. Original form must 

be promptly forwarded to the Finance Department for processing. Delays in forwarding this 

document may result in finance fees being charged to your account.  

 

Vendor Name: _________________________________________________________________  

Date of Transaction: _______________________ Amount Charged $ _____________________  

 

Description of item(s) Purchased:  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________  

 

Explain why the documentation is missing:  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________  

What future action will be taken to ensure receipts are available:  

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________  

 

 

__________________________________   _____________________________  

 Cardholder Signature      Date  

 

 

__________________________________   _____________________________  

 City Manager Signature     Date 
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CITY OF SOUTH BAY 

AUTHORIZED USER CREDIT CARD AGREEMENT 
 

This agreement is entered into on this ____ day of ________________, ____________, by and 

between The City of South Bay (hereinafter “the City”), a Florida Municipal Corporation having 

its principal place of business at 335 SW 2
nd

 Ave., South Bay, Florida 33493 and 

___________________________________________________ (hereinafter “Authorized User”) 

of  _______________________________________________________________. 

 

WITNESSETH: 

 WHEREAS, the City of South Bay has found it advantageous to issue City Credit Cards 

to certain authorized users as identified by resolution; 

 WHEREAS, the City of South Bay has further found that the issuance of City Credit 

Cards serves a valid and public purpose; and 

 WHEREAS, ____________________________________, has been named as an 

authorized user by resolution. 

 NOW THEREFORE, the parties intending to be legally bound, that for and in 

consideration of the mutual promises and covenants herein contained, the sufficiency of which is 

hereby acknowledged, the City and Authorized User agree as follows: 

I. Authorized User desires to obtain a City credit card. 

 

II.   The City and Authorized User agree that the City credit card shall be used for official 

city business only and not for any non-city, personal purchases or expenditures, even if 

the Authorized User offers to reimburse the City for that non-city, personal purchase or 

expenditure.   

 

III. The City and Authorized User agree that all purchases made with the City credit card 

shall be in accordance with the City’s Purchasing Code including, but not limited to, the 

Purchasing Code provision with the prior approval of the City Manager/Public Works 

Director, is authorized to make purchases for any one (1) order at any one (1) time up to 

but not to exceed three hundred dollars ($750.00).  

 

IV. The City and Authorized User agree that unauthorized purchases shall include, but not be 

limited to, cash advances, payment of invoices or statements, purchases not authorized by 

an authorized user, personal purchases of any kind, and purchases in violation of the 

City’s Purchasing Code. 

 

V. Authorized User agrees that he or she shall submit itemized receipts to the Finance 

Department along with the signed credit card receipt in a time frame to be determined by 

the Director of Finance in order to properly and timely process payments for the City.  

Authorized User agrees that failure to timely submit said receipts shall result in 

immediate revocation of the City Credit Card. 

 

VI. Authorized User agrees that he or she shall immediately notify the City Manager, the 

Finance Director, and the credit card company if the City credit card is lost or stolen.  

Authorized User agrees that he or she shall be responsible for any and all expenses 

incurred on the lost or stolen credit card. 
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VII. Authorized User agrees to immediately return his or her City credit card upon request by 

the City Manager, upon revocation of the card, upon separation from employment, or 

upon leaving office. 

 

VIII. Authorized User agrees that the City Manager shall revoke the City credit card upon 

learning of any unauthorized use or failure to comply with the guidelines for such use. 

 

IX. Authorized Users who are also employees of the City agree that unauthorized use or 

failure to comply with the guidelines for such use shall result in disciplinary action up to, 

and including, immediate termination.   

 

X. Authorized Users who are also employees of the City agrees that he or she shall be 

responsible for all unauthorized charges and further specifically agrees that a payroll 

deduction may be made in compliance with Federal and State law for repayment of the 

unauthorized amount.  Authorized User agrees that the maximum amount permissible by 

law will be deducted until the amount of the unauthorized purchase has been recovered.  

Authorized User agrees that other lawful means of recovery may be used by the City. 

XI. Authorized Users who are also employees of the City hereby give the City an express lien 

on all salaries, wages and other sums payable to Authorized User by the City for the 

purpose of securing the City for the payment of any amount which may become due from 

employee under Section X.  Authorized User authorizes the City to deduct said amount 

from any sums payable to Employee for salaries, wages, expense reimbursement or 

otherwise. 

XII. Authorized Users who are not City employees but who are elected officials shall repay to 

the City the amount of any unauthorized charges or purchases within three (3) business 

days of the charge or purchase taking place.    

XIII. In the event that any action, suit or other proceedings brought to interpret, enforce or 

obtain relief for a breach of this Agreement, the prevailing party shall be entitled to all 

such party’s attorneys’ fees and disbursements incurred in each and every such action, 

suit or proceeding, including any and all appeals or petitions there from. 

 

XIV. Authorized Users who are also employees of the City expressly acknowledge and agree 

that this is not an agreement by the City to employ Authorized User for any specific 

period, and unless otherwise expressly agreed to in writing between the City and 

Authorized User, Authorized User’s employment may be terminated at any time with or 

without cause by the City in accordance with any applicable rules or policies. All terms 

of this Agreement shall survive any termination of Authorized User’s employment with 

the City.   

XV. Rules of Construction. 

A. Entire Agreement.  This Agreement contains the entire understanding of the 

parties hereto with respect to the subject matter contained herein, and supersedes all prior 

representations, agreements and understandings between the parties with respect to such 

subject matter. 
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B. Amendments.  No change, modification, or termination of any of the terms, 

provisions, or conditions of this Agreement shall be effective unless made in writing and 

signed by all parties to this Agreement. 

C. Governing Law.  This Agreement shall be exclusively governed and construed in 

accordance with the statutory and decisional law of the State of Florida. 

D. Severability.  If any provision of this Agreement, or the application of such 

provision, is held invalid by a court of competent jurisdiction, the remainder of the 

Agreement, and the application of such provision to persons or circumstances other than 

those with respect to which it is held invalid, shall not be affected. 

F. Continuance of Agreement.  The rights, responsibilities and duties of the parties to 

this Agreement, and the covenants and agreements contained in this Agreement, shall 

continue to bind the parties, shall continue in full force and effect until each and every 

obligation of the parties pursuant to this Agreement (and any document or agreement 

incorporated hereby by reference) shall have been fully performed, and shall be binding 

upon the successors and assigns of the parties. 

G. Venue.  All court proceedings relating to the interpretation and the enforcement of 

or arising under this Agreement shall be held exclusively in the Circuit Court in and for 

Palm Beach County, Florida or in the U.S. District Court, Southern District of Florida, 

and Employee specifically consents to the jurisdiction of either of such courts and admits 

that venue in either of such courts is proper. 

H. Further Action.  The parties shall execute and deliver all documents, provide all 

information and take or refrain from taking action as may be necessary or appropriate to 

implement the purposes of this Agreement.  

 

I. Drafting.  This Agreement shall not be construed against the party who drafted 

same.   

 

 IN WITNESS WHEREOF, the parties have executed this Agreement effective as of the 

day and year first above written. 

 

City of South Bay a Florida Municipal Corporation  

 

__________________________   

Witness:   

             

__________________________  By: _________________________________                                     

Witness:     Authorized User 

 

      _____________________________________ 

      Signature of Authorized User 
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Audit Report 2022-A-0001 

City of South Bay Resurface Rock Island Road Construction Contract Audit 
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Finding (1): The City did not manage the Agreement in accordance with the 
Agreement terms and conditions and applicable written guidance.  
 
Recommendations:  
(1) The City follow its Purchasing Policy and Procedures, its Accounting 

Procedures Manual, and the Florida Prompt Payment Act. 
 
(2) The City update its Purchasing Policy and Procedures to include a section titled, 

“Exceptions to the use of Purchase Orders” or delete the reference to such 
section. 
 

(3) The City officials responsible for managing construction contracts become 
familiar with and follow contract terms and conditions. 
 

(4) The City implement a documented construction contract management process 
to ensure that the requirements of construction contracts are met and train 
responsible City officials. 

 
Management Response: 
Management concurs with this finding. All work required by the Agreement has 
already been performed. The City is now in the process of reviewing its financial 
purchasing policies and procedures and seeks to incorporate any revisions to its 
official purchasing code by December 2021. The City will ensure compliance of 
construction agreement by October 2021. 
 
Notes – Examples of Documentation Needed to Resolve: 

1. Recommendation 1 – Provide a copy of a recent construction contract and related 
payment support (purchase order, check request form, check) showing 
compliance with City written guidance. 

2. Recommendation 2 – Provide a copy of the updated Purchasing Policy and 
Procedures. 

3. Recommendation 3 – Provide copy of construction project planning and/or status 
meeting agendas and/or minutes to review key construction contract 
specifications, terms, dates, progress, etc. 

4. Recommendation 4 – Provide a copy of construction contract training 
schedule/agenda/presentation including the sign-in sheet(s) for training 
conducted. 

5. Recommendation 4 – Provide a copy of the documented construction contract 
management process, narrative, and/or procedure. 

 
Current Status: Pending  
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Finding (2): The City lacks sufficient controls over the payment process and the 
vendor master file.  
 
Recommendations:  
(5) The City revise the Purchasing Policy and Procedures and Accounting 

Procedures Manual to include the mitigating controls of the City Manager’s 
review and approval of all invoice/check request payments and the reporting of 
prior period cash disbursements to the City Commission. 

 
(6) The City establish a standard numbering convention for assigning vendor 

numbers and implement routine monitoring, review, and purging of the vendor 
master file to identify and resolve inactive, unauthorized, and erroneous vendor 
records. 

 
(7) The City inactivate the 689 vendors without payment activity for over two (2) 

years. 
 
Management Response: 
City concurs with finding and will update the accounting manual to include the City 
Manager or designee’s authorization for approval in the disbursement process by 
November 2021, the Finance Department as corrected the AP vendor Masterfile as 
September 2021 to show active and inactive vendors and will periodically review 
the AP vendors listing for inactive accounts along with reviewing and 
implementing a procedure to assign a vendor number to new accounts payable 
vendors by November 2021 without purchasing expensive software. 
 
Notes – Examples of Documentation Needed to Resolve: 

1. Recommendation 5 – Provide a copy of the updated Purchasing Policy and 
Procedures. 

2. Recommendation 5 - Provide a copy of the updated Accounting Procedures 
Manual. 

3. Recommendation 6 – Provide documentation showing the standard vendor 
numbering convention that has been established. 

4. Recommendation 6 – Provide copy of process, narrative, policy and/or procedure 
showing the schedule or plan for monitoring, reviewing, and purging of the vendor 
master file.  

5. Recommendation 7 – Provide a copy of the updated vendor master file. 
 
Current Status: Pending  
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RESOLUTION NO. 13-2022 
 

A RESOLUTION OF THE CITY COMMISSION OF 
THE CITY OF SOUTH BAY, FLORIDA, 
AUTHORIZING THE CITY MANAGER TO 
EXECUTE AN AGREEMENT FOR RENOVATION 
AND REPAIR OF BATHROOM REMODEL 
PROJECT BETWEEN TOTAL SOLUTION 
CONTRACTORS, INC. AND THE CITY OF 
SOUTH BAY AS AN EMERGENCY PURCHASE; 
PROVIDING FOR AN EFFECTIVE DATE 

 
 WHEREAS, the City Manager of the City of South Bay (“City”) has 
determined that the City needs to renovate and repair the men’s and women’s 
Locker Room bathroom and shower at City Hall on an emergency basis as a 
result of water damage due to faulty hardware and deficient ADA accessibility; 
and  
  
 WHEREAS, the City Manager recommends acceptance of the general 
terms of the proposal submitted by Total Solution Contractors, Inc. in the 
amount of Thirty-Five Thousand Dollars ($35,000.00) to complete the work, 
attached hereto as Exhibit “A”; and  
 
 WHEREAS, the cost of the project will be paid for from American Rescue 
Plan Act appropriated funds; and 
 

 WHEREAS, an emergency purchase may be made at any time pursuant to 
Section 2-261 of the City of South Bay’s Code of Ordinances, without public 
notice, to meet a pressing need for the protection of the public health, safety or 
welfare; and  

 
 WHEREAS, authorizing the City Manager to execute the Agreement 
between Total Solution Contractors, Inc. and the City of South Bay on an 
emergency basis is in the best interests of the residents of the City. 
 
 NOW, THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION 
OF THE CITY OF SOUTH BAY, FLORIDA, AS FOLLOWS: 
 
Section 1. Adoption of Representations.  The foregoing “Whereas” clauses are 
hereby ratified and confirmed as being true, and the same are hereby made a 
specific part of this Resolution. 
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Section 2.  Authorization of City Manager.   The City Commission of the City 
of South Bay hereby authorizes the City Manager to execute the Agreement 
between the City of South Bay and Total Solution Contractors, Inc., attached 
hereto as Exhibit “A” for the renovation and repair of the men’s and women’s 
Locker Room bathroom and shower at City Hall on an emergency basis. The City 
Manager is further authorized to take all necessary and expedient action to carry 
out the aims of this Resolution. 
 
Section 3. Effective Date.  This Resolution shall become effective immediately 
upon adoption. 
 
PASSED and ADOPTED this 5th day of April 2022. 
 
 
             
       Joe Kyles, Mayor 
 
ATTEST:        
 
By: ________________________________ 
 Natalie Malone, City Clerk 
 
 
 
APPROVED AS TO FORM AND  
LEGAL SUFFICIENCY: 
 
      
Burnadette Norris-Week, P.A. 
City Attorney 
      
     Moved by:        
       

Seconded by:       
 
 
 
VOTE: 
 
Commissioner Berry    (Yes)    (No) 
Commissioner McKelvin    (Yes)    (No) 
Commissioner Wilson    (Yes)    (No) 
Vice-Mayor Barnard    (Yes)    (No)  

Page 66 of 125



 3 

Mayor Kyles      (Yes)    (No) 
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AGREEMENT 
 
 THIS IS AN AGREEMENT, dated the       day of               , 2022, between: 
 

CITY OF SOUTH BAY, a Florida municipal corporation, 
hereinafter "CITY," 
  
 and 
 

TOTAL SOLUTION CONTRACTORS, INC 
a company, authorized to do business in the State of Florida, 
hereinafter "CONTRACTOR." 

 
 WITNESSETH: 
 
 In consideration of the mutual terms and conditions, promises, covenants, and 
payments hereinafter set forth, CITY and CONTRACTOR agree as follows: 
 
 ARTICLE 1 
 PREAMBLE 
 
In order to establish the background, context and form of reference for this Agreement 
and to generally express the objectives, and intentions, of the respective parties herein, the 
following statements, representations and explanations shall be accepted as predicates for 
the undertakings and commitments included within the provisions which follow and may 
be relied upon by the parties as essential elements of the mutual considerations upon 
which this Agreement is based. 
 
1.1 CITY is in immediate need of an independent contractor to renovate and repair the 

men’s and women’s Locker Room bathroom and shower at City Hall 
 
1.2 CITY desires to contract with a professional company with the knowledge and 

ability to perform the services sought.  
 

1.3 The City Commission of the City of South Bay authorizes the appropriate CITY 
officials to enter into an agreement with CONTRACTOR to render services related 
to the statement of work attached hereto as Exhibit “A” and set forth herein. 

 
ARTICLE 2 

 STATEMENT OF WORK 
 
2.1 CONTRACTOR shall furnish all of the materials, tools, supplies, and labor 
necessary to perform all of the work described in its Proposal, a copy of which is attached 
hereto and specifically made a part of this Agreement as Exhibit "A”. 
 
2.2 CONTRACTOR shall abide by all specifications outlined in its Proposal. 
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2.3 CONTRACTOR hereby represents to CITY, with full knowledge that CITY is 
relying upon these representations when entering into this Agreement with 
CONTRACTOR, that CONTRACTOR has the professional expertise, experience and 
manpower to perform the services to be provided by CONTRACTOR pursuant to the 
terms of this Agreement. 
 
2.3 CONTRACTOR assumes professional and technical responsibility for performance 
of its services to be provided hereunder in accordance with applicable recognized 
professional standards and relevant Florida Statutes. 
 

 
ARTICLE 3 

 COMMENCEMENT OF SERVICES 
 
3.1 The CONTRACTOR shall commence work upon the execution of this Agreement, 
which shall constitute the effective date. 
 
 ARTICLE 4 
 CONTRACT SUM 
 
4.1 The CITY hereby agrees to pay CONTRACTOR for the faithful performance of this 
Agreement, for work completed in accordance with its Proposal.  Prices for work 
completed by the CONTRACTOR shall be as reflected in CONTRACTOR's Proposal 
made a part hereof as Exhibit "A" and in accordance with the prices set forth in Exhibit 
“A” attached hereto.  
 
4.2 CONTRACTOR shall be solely responsible for and shall provide for the payment of 
workers compensation insurance coverage and premium, and all other insurance 
pursuant to Article 5 below, withholding taxes, FICA, pension and profit sharing 
contributions, retirement contributions, if any, all remunerations; all labor contract 
compliance, and all other charges, fees, permits and expenses associated with the 
employment of such personnel provided by CONTRACTOR hereunder. CITY shall bear 
no responsibility for any such charge, fees, permits or expenses associated with the 
employment of such personnel by CONTRACTOR. 
 
4.3 Payment to CONTRACTOR for all tasks and charges under this Agreement shall 
be in accordance with the schedule set forth in Exhibit “A” hereto and the following 
conditions: 
 
 A. Disbursements.  There are no reimbursable expenses associated with this 

Agreement.  
 
 B. Payment Schedule.  Invoices received from CONTRACTOR pursuant to this 

Agreement will be reviewed by the appropriate City Department.  If 
services have been rendered in conformity with the Agreement, the invoice 
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will be sent to the City’s Finance Department for payment.  
 
 C.  Availability of Funds.  CITY’s performance and obligation to pay under this 

Agreement is contingent upon an annual appropriation for its purpose by 
the City Commission.   

 
 D. Final Invoice.  In order for both parties herein to close their books and 

records, the CONTRACTOR will clearly state “final invoice” on the 
CONTRACTOR’s final bill to the CITY.  

 

4.4 Payment by the City of CONTRACTOR's final invoice and CONTRACTOR'S 

acceptance of the final payment shall consist CONTRACTOR's waiver of all claims 

against the City related to or arising out of this Agreement. 
  
 ARTICLE 5 
 CONTRACTOR'S LIABILITY INSURANCE 
 
5.1 The CONTRACTOR shall not commence work under this contract until he has 
obtained all insurance required under this paragraph and such insurance has been 
approved by the CITY nor shall the CONTRACTOR allow any Subcontractor to 
commence work on his sub-contract until all similar such insurance required of the 
subcontractor has been obtained and approved. 
 
5.2 Certificates of insurance, reflecting evidence of the required insurance, shall be filed 
with the City prior to the commencement of the work.  These Certificates shall contain a 
provision that coverage afforded under these policies will not be canceled until at least 
thirty days (30) prior written notice has been given to the CITY.  Policies shall be issued by 
companies authorized to do business under the laws of the State of Florida. 
 
5.3 Financial Ratings must be no less than "A" in the latest edition of "Bests Key Rating 
Guide", published by A.M. Best Guide. 
 
5.4 Insurance shall be in force until all work required to be performed under the terms 
of the Contract is satisfactorily completed as evidenced by the formal acceptance by the 
CITY. In the event the insurance certificate provided indicates that the insurance shall 
terminate and lapse during the period of this contract, then in that event, the 
CONTRACTOR shall furnish, at least thirty (30) days prior to the expiration of the date of 
such insurance, a renewed certificate of insurance as proof that equal and like coverage for 
the balance of the period of the contract and extension thereunder is in effect.  The 
CONTRACTOR shall not continue to work pursuant to this contract unless all required 
insurance remains in full force and effect. 
 
5.5 Comprehensive General Liability insurance to cover bodily injury liability and 
property damage liability with minimum limits of One Million Dollars ($1,000,000.00) per 
occurrences.  Exposures to be covered are:  
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• Premises and Operation 
• Products/Completed Operations 
• Broad Form Property Damages 
• Broad Form Contractual Coverage applicable to this specific Agreement, 

including any hold harmless and/or indemnification agreement. 
• Personal Injury Coverage with Employee and Contractual Exclusions 

removed, with minim limits of coverage equal to those required for Bodily 
Injury Liability and Property Damage Liability. 

 
Business Automobile Liability with minimum limits of One Million Dollars 
($500,000.00) per occurrence combined single limit for Bodily Injury Liability and 
Property Damage Liability.  Coverage must be afforded on a form no more 
restrictive than the latest edition of the Business Automobile Liability policy, 
without restrictive endorsements, and must include: 
 

• Owned vehicles 
• Hired and Non-Owned Vehicles 
• Employers’ Non-Ownership. 

 
5.6  The CONTRACTOR shall hold the CITY, its agents, and employees, 
harmless on account of claims for damages to persons, property or premises arising out of 
the operations to complete this Agreement and name the CITY as an additional insured 
under their policy. 
 
5.7  The CITY reserves the right to require any other insurance coverage it 
deems necessary depending upon the exposures.  
 
 ARTICLE 6 
 PROTECTION OF PROPERTY 
 
6.1 At all times during the performance of this Contract, the CONTRACTOR shall 
protect the CITY's property and properties adjoining the Project site and the City’s 
equipment from all damage whatsoever on account of the work being carried on pursuant 
to this Agreement.   
 
 ARTICLE 7 
 CONTRACTOR'S INDEMNIFICATION  
 
7.1 The CONTRACTOR agrees to release the CITY from and against any and all 
liability and responsibility in connection with the above mentioned matters.  The 
CONTRACTOR further agrees not to sue or seek any money or damages from CITY in 
connection with the above mentioned matters, except in the event that the City fails to pay 
to CONTRACTOR the fees and costs as provided for in Article 4 herein.  
 
7.2 The CONTRACTOR agrees to indemnify and hold harmless the CITY, its trustees, 
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elected and appointed officers, agents, servants and employees, from and against any and 
all claims, demands, or causes of action of whatsoever kind or nature, and the resulting 
losses, costs, expenses, reasonable attorneys' fees, liabilities, damages, orders, judgments, 
or decrees, sustained by the CITY or any third party arising out of, or by reason of, or 
resulting from the CONTRACTOR's negligent acts, errors, or omissions. 
 
7.3 If a court of competent jurisdiction holds the City liable for certain tortuous acts 
of its agents, officers, or employees, such liability shall be limited to the extent and limit 
provided in 768.28, Florida Statutes.  This provision shall not be construed as a waiver 
of any right or defense that the City may possess.  The City specifically reserves all 
rights as against any and all claims that may be brought. 
 
 ARTICLE 8 
 INDEPENDENT CONTRACTOR 
 
8.1 This Agreement does not create an employee/employer relationship between the 
parties.  It is the intent of the parties that the CONTRACTOR is an independent contractor 
under this Agreement and not the CITY's employee for all purposes, including but not 
limited to, the application of the Fair Labor Standards Act minimum wage and overtime 
payments, Federal Insurance Contribution Act, the Social Security Act, the Federal 
Unemployment Tax Act, the provisions of the Internal Revenue Code, the State Workers 
Compensation Act, and the State unemployment insurance law. The CONTRACTOR shall 
retain sole and absolute discretion in the judgment of the manner and means of carrying 
out the CONTRACTOR's activities and responsibilities hereunder provided.  This 
Agreement shall not be construed as creating any joint employment relationship between 
the CONTRACTOR and the CITY and the CITY will not be liable for any obligation 
incurred by CONTRACTOR, including but not limited to unpaid minimum wages and/or 
overtime premiums. 
   

ARTICLE 9 
 PERFORMANCE BOND 
 
9.1 The performance bond required for this contract shall be _____0_____ Dollars. 
 

ARTICLE 10 
 CHANGES TO STATEMENT OF WORK AND ADDITIONAL WORK 
 
10.1 CITY or CONTRACTOR may request changes that would increase, decrease or 
otherwise modify the Statement of Services/Basic Services to be provided under this 
Agreement as described in Article 2 of this Agreement.  Such changes or additional 
services must be in accordance with the provisions of the Code of Ordinances of the CITY 
and must be contained in a written amendment, executed by the parties hereto, with the 
same formality and with equality and dignity prior to any deviation from the terms of this 
Agreement, including the initiation of any additional or extra work.  Each amendment 
shall at a minimum include the following information on each project: 
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 PROJECT NAME 
 PROJECT DESCRIPTION 
 ESTIMATED PROJECT COST 
 ESTIMATED COST FOR ADDITION OR CHANGE TO PROJECT CONTRACT 
 ESTIMATED PROJECT COMPLETION DATE 
 
10.2 In no event will the CONTRACTOR be compensated for any work which has not 
been described in a separate written agreement executed by the parties hereto.  

 
ARTICLE 11 

 TERM AND TERMINATION 
 
11.1 This Agreement shall commence upon the effective date stated, and shall remain in 
effect for until the time set forth herein.   
 
11.2 This Agreement may be terminated by either party for cause, or the CITY for 
convenience, upon thirty (30) days written notice by the CITY to CONTRACTOR in which 
event the CONTRACTOR shall be paid its compensation for services performed to 
termination date.  In the event that the CONTRACTOR abandons this Agreement or 
causes it to be terminated, he shall indemnify the CITY against any loss pertaining to this 
termination up to a maximum of the full contracted fee amount.  All finished or 
unfinished documents, data, studies, plans, surveys, and reports prepared by 
CONTRACTOR shall become the property of CITY and shall be delivered by 
CONTRACTOR to CITY. 
 
11.3 The parties contemplate that the Agreement will be for a period of one (1) month 
term, as agreed to by the parties.   
 
 

ARTICLE 12 
 CONTRACT DOCUMENTS 
 
12.1 CONTRACTOR and CITY hereby agree that the following Specification and 
Contract Documents, which are attached hereto and made a part thereof, are fully 
incorporated herein and made a part of this Agreement, as if written herein word for 
word: this Agreement and all Exhibits attached hereto. 
 

ARTICLE 13 
 MISCELLANEOUS 
 
13.1 Legal Representation.  It is acknowledged that each party to this Agreement had 
the opportunity to be represented by counsel in the preparation of this Agreement and, 
accordingly, the rule that a contract shall be interpreted strictly against the party preparing 
same shall not apply due to the joint contribution of both parties.  
 
13.2 Assignments.  This Agreement, or any interest herein, shall not be assigned, 
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transferred or otherwise encumbered, under any circumstances, by CONTRACTOR 
without the prior written consent of CITY.  For purposes of this Agreement, any change of 
ownership of CONTRACTOR shall constitute an assignment which requires CITY 
approval.  However, this Agreement shall run to the CITY and its successors and assigns. 
 
13.3 Records. CONTRACTOR shall keep books and records and require any and all 
subcontractors to keep books and records as may be necessary in order to record complete 
and correct entries as to personnel hours charged to this engagement, and any expenses 
for which CONTRACTOR expects to be reimbursed, if applicable.  Such books and 
records will be available at all reasonable times for examination and audit by CITY and 
shall be kept for a period of three (3) years after the completion of all work to be 
performed pursuant to this Agreement.  Incomplete or incorrect entries in such books and 
records will be grounds for disallowance by CITY of any fees or expenses based upon 
such entries.   
 
CITY is a public agency subject to Chapter 119, Florida Statutes. To the extent 
CONTRACTOR is acting on behalf of CITY pursuant to Section 119.0701, Florida 
Statutes, CONTRACTOR shall:  

 
a. Keep and maintain public records that ordinarily and necessarily would be 
required to be kept and maintained by CITY were CITY performing the services 
under this agreement;  
 
b. Provide the public with access to such public records on the same terms and 
conditions that the County would provide the records and at a cost that does not 
exceed that provided in Chapter 119, Florida Statutes, or as otherwise provided 
by law;  
 
c. Ensure that public records that are exempt or that are confidential and exempt 
from public record requirements are not disclosed except as authorized by law; 
and  
 
d. Meet all requirements for retaining public records and transfer to CITY, at no 
cost, all public records in possession of the CONTRACTOR upon termination of 
this Agreement and destroy any duplicate public records that are exempt or 
confidential and exempt. All records stored electronically must be provided to 
the CITY. 

 
13.4 Ownership of Documents.  Reports, surveys, plans, studies and other data 
provided in connection with this Agreement are and shall remain the property of City. 
 
13.5 No Contingent Fees.  CONTRACTOR warrants that it has not employed or 
retained any company or person, other than a bona fide employee working solely for the 
CONTRACTOR, to solicit or secure this Agreement, and that it has not paid or agreed to 
pay any person, company, corporation, individual or firm, other than a bona fide 
employee working solely for CONTRACTOR, any fee, commission, percentage, gift, or 

Page 74 of 125



  

other consideration contingent upon or resulting from the award or making of this 
Agreement.  For the breach or violation of this provision, the CITY shall have the right to 
terminate the Agreement without liability at its discretion, to deduct from the contract 
price, or otherwise recover the full amount of such fee, commission, percentage, gift or 
consideration. 
 
13.6 Notice.  Whenever any party desires to give notice unto any other party, it must be 
given by written notice, sent by registered United States mail, with return receipt 
requested, addressed to the party for whom it is intended and the remaining party, at the 
places last specified, and the places for giving of notice shall remain such until they shall 
have been changed by written notice in compliance with the provisions of this section.  For 
the present, the CONTRACTOR and the CITY designate the following as the respective 
places for giving of notice: 
 
CITY:                         Leondrae D. Camel, City Manager  

      335 SW 2nd Avenue  

      South Bay, FL 33493  

        
Copy To:    Burnadette Norris-Weeks, City Attorney   
     Burnadette Norris-Weeks, P.A.  
                401 North Avenue of the Arts (NW 7th Avenue)  

         Fort Lauderdale, Florida 33311  

  
CONTRACTOR:  Ryan Dobson, President/General Contractor 
   Total Solution Contractors, Inc 
   3940 10th Ave. Suite 5A 
   Lake Worth, FL. 33461 
 
13.7 Binding Authority.  Each person signing this Agreement on behalf of either party 
individually warrants that he or she has full legal power to execute this Agreement on 
behalf of the party for whom he or she is signing, and to bind and obligate such party with 
respect to all provisions contained in this Agreement. 
 
13.8 Exhibits. Each Exhibit referred to in this Agreement forms an essential part of this 
Agreement. The exhibits if not physically attached should be treated as part of this 
Agreement and are incorporated herein by reference. 
 
13.9 Headings.  Headings herein are for convenience of reference only and shall not be 
considered on any interpretation of this Agreement. 
 
13.10 Severability. If any provision of this Agreement or application thereof to any 
person or situation shall, to any extent, be held invalid or unenforceable, the remainder of 
this Agreement, and the application of such provisions to persons or situations other than 
those as to which it shall have been held invalid or unenforceable shall not be affected 
thereby, and shall continue in full force and effect, and be enforced to the fullest extent 
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permitted by law. 
 
13.11 Governing Law. This Agreement shall be governed by the laws of the State of 
Florida with venue lying in Palm Beach County, Florida. 
 
13.12 Disputes.  Any claim, objection, or dispute arising out of the terms of this 
Agreement shall be litigated in the Fifteenth Judicial Circuit Court in and for Palm Beach 
County, Florida. 
 
13.13 Attorney's Fees.  To the extent authorized by law, in the event that either party 
brings suit for enforcement of this Agreement, the prevailing party shall be entitled to 
attorney's fees and court costs in addition to any other remedy afforded by law. 
 
13.14 Extent of Agreement. This Agreement together with documents, attached as 
Exhibit “A” hereto, and as amended herein above represents the entire and integrated 
agreement between the CITY and the CONTRACTOR and supersedes all prior 
negotiations, representations or agreements, either written or oral. 
 
13.15 Waiver.  Failure of the CITY to insist upon strict performance of any provision or 
condition of this Agreement, or to execute any right therein contained, shall not be 
construed as a waiver or relinquishment for the future of any such provision, condition, or 
right, but the same shall remain in full force and effect. 
 

IN WITNESS OF THE FOREGOING, the parties have set their hands and seals the 
day and year first written above. 
 
 
       CITY OF SOUTH BAY 
 
ATTEST: 
 
 
________________________________ BY: ___________________________________ 
Natalie Malone, City Clerk      Leondrae Camel, City Manager  
 
 
 
 
 
APPROVED AS TO FORM 
AND LEGAL SUFFICIENCY:      
 
 
________________________________        
Burnadette Norris-Weeks, City Attorney    
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       CONTRACTOR 
 
 
WITNESSES: 
      
________________________________        BY:_________________________________ 
             Ryan Dobson, President 
             Total Solution Contractors, Inc. 
 
        
________________________________ 
 
ATTEST: 
 
 
 
_________________________________ 
SECRETARY 
 
 
STATE OF FLORIDA     ) 
        )        SS: 
COUNTY OF PALM BEACH) 
 
 BEFORE ME, an officer duly authorized by law to administer oaths and take 
acknowledgments, personally appeared ______________ as _________________, of               
      a Florida corporation, and acknowledged executed the foregoing Agreement as the 
proper official of                   , for the use and purposes mentioned in it and affixed the 
official seal of the corporation, and that the instrument is the act and deed of that 
corporation. 
 
 IN  WITNESS  OF  THE  FOREGOING,  I  have  set  my  hand  and official seal at in 
the State and County aforesaid on this      day  of               , 2021. 
 
 
                                                             
        NOTARY PUBLIC 
 
My Commission Expires:    
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EXHIBIT “A” 
(STATEMENT OF 

WORK) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Page 78 of 125



total solution CONTRACTORS
3940 10th AVE N #5A
lake worth, FL  33461
561-247-1106
admin@totalsolutioncontractors.com

Estimate

ADDRESS

Leondrae Camel
City of South Bay
City of South Bay
South Bay, Fl  33493

ESTIMATE # DATE

1123 03/29/2022

DATE ACTIVITY DESCRIPTION QTY RATE AMOUNT

Sales Skim- re-texture drywall light 
hand texture) knockdown. 
existing ceiling and paint

1 0.00 0.00

Sales Remove existing tile
dispose of debris

1 0.00 0.00

Sales install new tile ( tsc can not 
guarantee new tile can match 
level of existing epoxy floor 
border)

1 35,000.00 35,000.00

Disclaimer All material is guaranteed by 
manufacturer warranty, 
workmanship is       
guaranteed by TSC. All work 
to be completed in a 
workmanlike manner       
according to Florida Building 
Code. Any alterations or 
deviations from    
above specifications involving 
a written cost will be 
executed only upon  
written order (change order) 
and will become extra charge 
over and above  
estimate. Owner to carry fire, 
tornado, and other necessary 
insurance.    
Please note: written proposal 
is from visual inspection of 
unit, TSC      
 will not bear the cost of any 

1 0.00 0.00
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DATE ACTIVITY DESCRIPTION QTY RATE AMOUNT

unforeseen conditions.                     
                                                                          
Acceptance of proposal, the 
above prices, specifications 
and conditions   
are satisfactory and are 
hereby accepted, you are 
authorized to perform   
work as specified.

TSC Estimate 
Terms

Exclusions 
Permit
Dumpster 
-Engineering, Blueprints, Etc 
-Survey  
 -outside items specified and  
physically  observed 
-Additional site work
-Equipment-lifts, high reaches 
etc 
- All items unless specifically 
stated herein 
-Material, owner to provide all 
material as specified in above 
mentioned plans 
TSC to provide material Tile 
Setting Materials

1 0.00 0.00

epoxy floor to remain

Fire Bay, Bathroom in Break-
room

Payment Schedule 
40% material demo mobilization debris hauling  $14,000.00
progress payments per owner discretion

TOTAL $35,000.00

Accepted By Accepted Date
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RESOLUTION NO. 14-2022 
 

A RESOLUTION OF THE CITY COMMISSION OF THE 
CITY OF SOUTH BAY, FLORIDA, AUTHORIZING THE 
MAYOR AND THE CITY MANAGER TO EXECUTE THE 
ATTACHED AGREEMENT FROM COLOME & 
ASSOCIATES, INC. PERTAINING TO THE COX PARK 
REHABILITATION PROJECT; PROVIDING FOR AN 
EFFECTIVE DATE 

 
 WHEREAS, the City of South Bay (“City”) desires to enter into an agreement with 
a qualified vendor for Professional Architectural and Engineering Services for the Cox 
Park Rehabilitation Project; and   
 
 WHEREAS, the City approves the Professional Architectural and Engineering 
Services Agreement with Colome & Associates, Inc. in the amount of Forty-Three 
Thousand Seven Hundred Seventy-Eight Dollars and 56/100 ($43,778.56); and  
 
 WHEREAS, the work order proposal from Colome & Associates, Inc. includes, but 
is not limited to, the following tasks: design, construction documents, cost estimating, 
permit documents, bidding and construction administration phases for the improvements 
to Cox Park Facilities; and 
 
 WHEREAS, the City has had a Continuing Services Agreement with Colome & 
Associates, Inc. for the provision of services pursuant to the Consultants’ Competitive 
Negotiation Act (“CCNA”) and consultant has provided services to City in the past; and 
 
 WHEREAS, the City Commission of the City of South Bay (“City Commission”) 
has vested authority in the City Manager and Mayor to execute the Agreement with  
Colome & Associates, Inc., attached hereto as Exhibit “A” as a continuing agreement; and  
 
 WHEREAS, the City Commission finds that execution of the Agreement is in the 
best interests of the residents of the City.  
 
 NOW, THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION OF 
THE CITY OF SOUTH BAY, FLORIDA, AS FOLLOWS: 
 
Section 1. Adoption of Representations.  The foregoing “Whereas” clauses are 
hereby ratified and confirmed as being true and the same are hereby made a specific 
part of this Resolution. 
 
Section 2. Authorization of Mayor and City Manager.  The City Commission of the 
City of South Bay hereby authorizes the Mayor and City Manager to execute the 
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attached Agreement with Colome & Associates, Inc. for Professional Architectural and 
Engineering Services for Cox Park Rehabilitation Project, as set forth in Exhibit “A” and 
further authorizes the City Manager to take all necessary and expedient action to 
effectuate the intent of this Resolution, including entering into the agreement to 
accomplish the objectives contemplated herein. 
 
Section 3. Effective Date.  This Resolution shall be effective immediately upon its 
passage and adoption. 
 
PASSED and ADOPTED this 5th day of April 2022. 
 
 

________________________________ 
      Joe Kyles, Mayor 
           
ATTEST:        
 
 
By: ________________________________ 
 Natalie Malone, City Clerk 
 
APPROVED AS TO FORM AND  
LEGAL SUFFICIENCY: 
 
 
      
Burnadette Norris-Week, P.A. 
City Attorney 
 

Moved by:       
       

Seconded by:      
 
VOTE: 
 
Commissioner Berry   (Yes)    (No) 
Commissioner McKelvin   (Yes)    (No)    
Commissioner Wilson    (Yes)    (No) 
Vice-Mayor Barnard   (Yes)    (No) 
Mayor Kyles     (Yes)    (No) 
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CONTINUING SERVICES AGREEMENT 

 
For 

 
ARCHITECTURAL/ENGINEERING PROFESSIONAL CONSULTING SERVICES 

 
Between 

 
CITY OF SOUTH BAY 

 
And 

 
COLOME & ASSOCIATES INC. 

 
THIS AGREEMENT, is made effective on the last date of execution herein, 

between the CITY OF SOUTH BAY, FLORIDA, a Florida municipal corporation (the 
"CITY") and Colome & Associates, Inc., a Florida Corporation, (the "CONSULTANT"), 
whose principal place of business is 2780 S.W. Douglas Road, Suite 302, Miami, FL 
33133. 
 
 WHEREAS, the City has had a Continuing Services Agreement with Colome & 
Associates, Inc. for the provision of services pursuant to the Consultants’ Competitive 
Negotiation Act (“CCNA”) and consultant has provided services to City in the past; and 

 
WHEREAS, the Consultant is willing and able to perform such professional 

services for the City within the basic terms and conditions set forth in this Agreement (the 
“Agreement"), including attachment; and 
 

WHEREAS, the purpose of this Agreement is to authorize 
Architectural/Engineering Services. 
  

NOW THEREFORE, in consideration of the mutual terms, conditions, promises 
and covenants set forth below, the City and Consultant agree as follows: 
 
SECTION 1.  DEFINITIONS 
 

The following definitions and references are given for the purpose of interpreting 
the terms as used in this Agreement and apply unless the context indicates a different 
meaning.   

1.1 Lump Sum:  a method of payment to the Consultant for services shall be 
pursuant to the provisions outlined in Exhibit “A” representing the letter from Consultant, 
Fee, Short Form Agreement and Labor/Fee estimates. 
 

1.2     Specific Project Agreement:  this an agreement to provide services for a 
particular Project in connection with -- City of South Bay – Cox Park Block Grant Cox 
Park (Design, Construction Documents, Construction Administration). 
 

1.3 Subconsultant Fee:  the direct and actual cost of the Subconsultant shall 
be the cost with no markup, as reflected by actual invoices of the Subconsultant at the 
amount set forth in Exhibit “A”. 
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SECTION 2.  SPECIFIC PROJECTS/SCOPE OF SERVICES 
 

2.1 Upon request of the City, Consultant shall provide services for the Project 
pursuant to the Scope of Services set forth in Exhibit “A”, Consultant’s Proposal, 
attached hereto.  
 

2.2 In the event the City and the Consultant are unable to reach a satisfactory 
agreement as to the services to be provided and City determines that the best interests 
of the City would be served by procuring necessary services, then the City may, in its 
sole discretion, terminate this Agreement. 
 
SECTION 3.  TERM AND TERMINATION 
 

3.1 The term of this Agreement shall be through completion of the project.  
 

3.2 TERMINATION – For Convenience - This Agreement may be terminated 
by the City for convenience upon 30 calendar days’ written notice to the Consultant.  In 
the event of such termination, any services performed by the Consultant under this 
Agreement shall, at the option of the City, become the City’s property and the Consultant 
shall be entitled to receive compensation for any Work completed pursuant to this 
Agreement to the satisfaction of the City, up through the date of termination.  Under no 
circumstances shall City make payment of profit for services that have not been 
performed. 
 

3.3 TERMINATION - For Cause - This Agreement may be terminated by either 
party upon five calendar days' written notice to the other should such other party fail to 
perform in accordance with its material terms through no fault of the party initiating the 
termination.  In the event the Consultant abandons this Agreement or causes it to be 
terminated by the City, the Consultant shall indemnify and save the City harmless 
against loss pertaining to this termination.  In the event that the Consultant is terminated 
by the City for cause and it is subsequently determined by a court of competent 
jurisdiction that such termination was without cause, such termination shall thereupon be 
deemed a termination for convenience under Section 3.2 and the provisions of Section 
3.2 shall apply. 
 
SECTION 4.   DEFAULT 
 

4.1 An event of default shall mean a breach of this Agreement by the 
Consultant.  Without limiting the generality of the foregoing and in addition to those 
instances referred to as a breach herein, an event of default shall include the following: 
 
  4.1.1 Consultant has not performed services in a timely manner; 
 

4.1.2 Consultant has refused or failed to supply sufficient properly skilled 
staff personnel; 

 
4.1.3 Consultant has failed to make prompt payment to Subcontractors or 

suppliers for any services; 
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4.1.4 Consultant has become insolvent or has assigned the proceeds 
received for the benefit of the Consultant’s creditors, or the 
Consultant has taken advantage of any insolvency statute or 
debtor/creditor law or the Consultant’s affairs have been put in the 
hands of a receiver; 

 
4.1.5 Consultant has failed to obtain the approval of the City where 

required by this Agreement; 
 
4.1.6 Consultant has failed in the representation of any warranties; 
 
4.1.7 Consultant has refused or failed to provide the services as defined in 

this Agreement. 
 

 4.2 In the event Consultant fails to comply with the provisions of this 
Agreement, the City may declare the Consultant in default, notify the Consultant in 
writing, and give the Consultant a reasonable time to cure the default.  In no event shall 
the time period for curing the defect exceed 15 business days unless otherwise agreed 
to by the parties.  In the event payment has been made for services or any work not 
completed, the Consultant shall return these sums to the City within 10 days after notice 
that these sums are due.  Nothing in this Article shall limit the City’s right to terminate, at 
any time, pursuant to the provisions of this Agreement. 

 
4.3 In an Event of Default, the Consultant shall be liable for all damages 

resulting from the default, including but not limited to: 
 
 4.3.1 lost funding, and 
 
 4.3.2 all costs associated with procuring alternate services, including 

without limitation, for the Services and additional amounts expended by the City, 
including procurement and administrative costs. 

 
4.4 The City may take advantage of each and every remedy specifically 

existing at law or in equity.  Each and every remedy shall be in addition to every other 
remedy specifically given or otherwise existing and may be exercised from time to time 
as often and in such order as may be deemed expedient by the City.  The exercise or the 
beginning of the exercise of one remedy shall not be deemed to be a waiver of the right 
to exercise any other remedy.  The City’s rights and remedies as set forth in this 
Agreement are not exclusive and are in addition to any other rights and remedies 
available to the City in law or in equity. 
 
SECTION 5.  ADDITIONAL SERVICES AND CHANGES IN SCOPE OF SERVICES 
 

5.1 Changes Permitted.  Changes in the Scope of Services of this Agreement, 
consisting of additions, deletions, revisions, or any combination thereof, may be Agreed 
upon by the same terms and conditions as the initial agreement based upon rates 
provided in Exhibit “A”.   
 
SECTION 6.  CITY'S RESPONSIBILITIES 
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 The City shall: 
 

6.1 Provide Consultant with all available information as may be requested in 
writing by the Consultant and allow reasonable access to all pertinent information 
relating to the services to be performed by Consultant. 
 

6.2 Furnish to Consultant, at the Consultant’s request, existing studies, reports 
and other available data pertinent to the services to be provided by Consultant. 
 

6.3 Provide Consultant access to City property as required for Consultant to 
perform services. 
 
SECTION 7.  CODE OF ETHICS 
 

Contract shall be subject to all applicable provisions required by the Palm Beach 
County Code of Ethics.   

SECTION 8.  POLICY OF NON-DISCRIMINATION 
 

The Consultant shall comply with all federal, state and local laws, ordinances, 
rules and regulations applicable to the Specific Project and shall not engage in or commit 
any discriminatory practice against any person based on race, age, religion, color, 
gender, sexual orientation, national origin, marital status, physical or mental disability, 
political affiliation or any other factor which cannot be lawfully used as a basis for service 
delivery in the performance of Work under this Agreement. 
 
SECTION 9.  OWNERSHIP OF DOCUMENTS/DELIVERABLES 

 
9.1 All finished or unfinished documents, including but not limited to detailed 

reports, studies, plans, drawings, surveys, maps, models, photographs, specifications, 
and all other data prepared for the City or furnished by Consultant pursuant to this 
Project Agreement shall become the property of the City, whether the Specific Project for 
which they are made is completed or not, and shall be delivered by Consultant to City 
within 10 calendar days after receipt of written notice requesting delivery of said 
documents.  In no event shall the Consultant use or permit to be used any of the 
documents without the City’s prior written authorization.  Any reuse of such documents 
by the Consultant without the written consent of the City for the specific purpose 
intended will be at the Consultant’s sole risk and is not authorized by the City. 
 

9.2 All subcontracts for the preparation of reports, studies, plans, drawings, 
specifications or other data entered into by the Consultant for a Specific Project shall 
provide that all such documents and rights obtained by virtue of such contracts shall 
become the property of the City. 
 
SECTION 10.  RECORDS/AUDITS 
 

10.1 Consultant shall maintain and require Subconsultants to maintain complete 
and accurate records, books, documents, papers and accounts pertaining to Work 
performed in connection with this Agreement.  Such records, books, documents, papers 
and accounts shall be available at all reasonable times for examination and audit by City 
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or any authorized City representative with reasonable notice and shall be kept for a 
period of three years after the completion of the Specific Project performed pursuant to 
this Agreement.  Incomplete or inaccurate entries in such records, books, documents, 
papers or accounts will be grounds for disallowance by or reimbursement to the City of 
any fees or expenses based upon such entries. 
 

10.2 Refusal of the Consultant to comply with the provisions of Section 10.1 
shall be grounds for immediate termination for cause by the City of this Agreement or 
any Project Agreement. 
 
SECTION 11.  INDEPENDENT CONTRACTOR 
 

The Consultant is an independent contractor under this Agreement.  Services 
provided by the Consultant shall be by employees of the Consultant and subject to 
supervision by the Consultant or an authorized Subcontractor, and not as officers, 
employees or agents of the City. Personnel policies, tax responsibilities, social security 
and health insurance, employee benefits, purchasing policies and other similar 
administrative procedures applicable to services rendered under this Agreement shall be 
those of the Consultant. 
 
SECTION 12.  ASSIGNMENT; AMENDMENTS 
 

12.1 Neither this Agreement nor any interest herein shall be assigned, 
transferred or otherwise encumbered, under any circumstances, by Consultant, without 
the prior written consent of City, which may be withheld for any reason. 
 

12.2 No modification, amendment or alteration in the terms or conditions of this 
Agreement shall be effective unless contained in a written document executed by 
authorized agents of both parties. 
 
 
SECTION 13.  INDEMNIFICATION/HOLD HARMLESS 
 

13.1 The Consultant shall indemnify and hold harmless the City and its officers 
and employees from liabilities, damages, losses and costs, including but not limited to 
reasonable attorneys' fees, to the extent caused by the negligence, recklessness or 
intentionally wrongful conduct of the Consultant and other persons employed or utilized 
by the Consultant in the performance of the services under this Agreement. 
 

13.2 The Consultant acknowledges that specific consideration has been paid or 
will be paid under this Agreement for this hold harmless and indemnification provision, 

 
SECTION 14.  INSURANCE 

14.1 The Consultant shall not commence Work under this Agreement until 
Consultant has obtained all insurance required under this Section and such insurance 
has been approved by the Risk Manager of the City; nor shall the Consultant allow any 
Subcontractor to commence Work on its sub-contract until all similar insurance as such 
required of the Subcontractor has been obtained and approved.  The Consultant shall 
secure and maintain such insurance throughout the duration of this Project Agreement.   
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14.2 Certificates of Insurance.  Prior to the execution of this Agreement and/or 

any Project Agreement, the Consultant shall provide to the City Manager, certificates of 
Insurance evidencing the required insurance coverages.  The certificates of Insurance 
shall not only name the types of policy(ies) provided, but also shall refer specifically to 
this Agreement and shall state that such insurance is as required by this Agreement.  
The City reserves the right to require the Consultant to provide a certified copy of such 
policies upon written request by the City.  If a policy is due to expire prior to the 
completion of the services, renewal certificates of insurance or policies shall be furnished 
30 calendar days prior to the date of their expiration.  Each policy certificate shall be 
endorsed with a provision that not less than 30 calendar days' written notice shall be 
provided to the City before any policy or coverage is cancelled or restricted.  All policies 
shall be issued by companies authorized to do business under the laws of the State of 
Florida.  The City shall be named as an additional insured on all insurance policies, and 
with a waiver of subrogation in the City’s favor. Consultant shall supply City with copies 
of all policies and required endorsements.  
 
 15.3 Policyholders and Financial Ratings must be no less than “A-VII” and Class 
X respectively in the latest edition of “Bests Key Rating Guide”, published by A.M. Best 
Guide. 
 

15.4 Workers' Compensation and Employer's Liability Insurance.  Workers’ 
Compensation Insurance shall be maintained during the term of this Agreement and any 
Project Agreement to comply with statutory limits for all employees, if required, and in the 
case any work that is sublet, the Consultant shall require the Subcontractors similarly to 
provide Workers’ Compensation Insurance for all the latter’s employees unless such 
employees are covered by the protection afforded by the Consultant.  The Consultant 
and his Subcontractors shall maintain during the life of this policy Employer’s Liability 
Insurance with minimum limits of $1,000,000.00 for each accident. 
 

15.5 Comprehensive Automobile and Vehicle Liability Insurance.  This 
insurance shall be written in comprehensive form and shall protect the Consultant and 
the City against claims for injuries to members of the public and/or damages to property 
of others arising from the Consultant’s use of motor vehicles or any other equipment and 
shall cover operation with respect to onsite and offsite operations and insurance 
coverage shall extend to any motor vehicles or other equipment irrespective of whether 
the same is owned, non-owned, or hired.  The limit of liability shall not be less than 
$1,000,000.00 per occurrence, combined single limit for Bodily Injury Liability and 
Property Damage Liability.  Coverage must be afforded on a form no more restrictive 
than the latest edition of the Business Automobile Liability Policy, without restrictive 
endorsements, as filed by the Insurance Services Office. 

 
15.6 Commercial General Liability.  This insurance shall be written in 

comprehensive form and shall protect the Consultant and the City against claims arising 
from injuries to members of the public or damage to property of others arising out of any 
act or omission to act of the Consultant or any of its agents, employees, or 
Subcontractors. The limit of liability shall not be less than $1,000,000.00 per occurrence, 
combined single limit for Bodily Injury Liability and Property Damage Liability with a 
$2,000,000 general aggregate. 
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(a) Coverage must be afforded on a form no more restrictive than the latest 
edition of the Commercial General Liability Policy, without restrictive 
endorsements, as filed by the Insurance Services Office, and must include: 1) 
Premises and/or Operations; 2) Independent Contractors and Products and/or 
Completed Operations; 3) Broad Form Property Damage, Personal Injury and a 
Contractual Liability Endorsement, including any hold harmless and/or 
indemnification agreement. 

 
(b) The City is to be specifically included as an additional insured with waiver 
of subrogation in favor of the City against the liability of the City resulting from 
operations performed by or on behalf of Consultant in performance of this or any 
Project Agreement.  Consultant’s insurance, including that applicable to the City 
as an additional insured, shall apply on a primary basis and any other insurance 
maintained by the City shall be in excess of and shall not contribute to 
Consultant’s insurance.  Consultant’s insurance shall contain a severability of 
interest provision providing that, except with respect to the total limits of liability, 
the insurance shall apply to each insured or additional insured in the same 
manner as if separate policies had been issued to each. 

 
15.7 Professional Liability.  The Consultant shall furnish professional liability 

insurance coverage in an amount not less than $1,000,000.00 with a deductible of 
$50,000.00 or less, per claim.  The Consultant shall be responsible for maintaining this 
professional liability insurance for a minimum of five years from the date of execution of 
the Project Agreement.  Upon request of the City, the Consultant shall make available for 
inspection copies of any claims filed or made against the policy during the policy term.  
The Consultant shall additionally notify the City, in writing, within 30 calendar days of any 
claims filed or made against this policy during the policy term. 
 
 15.8 All deductibles or self-insured retentions must be declared to and be 
approved by the City Manager or designee.  The Consultant shall be responsible for the 
payment of any deductible or self-insured retention in the event of any claim.  The City 
reserves the right to require any other insurance coverage it deems necessary 
depending upon the exposures related to this Project Agreement. 
 
SECTION 16.  REPRESENTATIVE OF CITY AND CONSULTANT 
  

16.1 City Representative.  The City designates the City Manage as the person 
to whom all communications pertaining to the day-to-day conduct of this Agreement shall 
be addressed. 
 

16.2 Consultant Representative.  Consultant shall inform the City 
Representative, in writing, of the representative of Consultant to whom all 
communications pertaining to the day-to-day action of this Agreement shall be 
addressed. 
 
SECTION 17.  COSTS AND ATTORNEY'S FEES 
 

 If either the City or Consultant is required to enforce the terms of this Agreement 
by court proceedings or otherwise, whether or not formal legal action is required, the 
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prevailing party shall be entitled to recover from the other party all such costs and 
expenses, including but not limited to, costs and reasonable attorney's fees. 
 
SECTION 18.  ALL PRIOR AGREEMENTS SUPERSEDED 
 

This Agreement incorporates and includes all prior negotiations, correspondence, 
conversations, agreements or understandings applicable to the matters contained in this 
Agreement, and the parties agree that there are no commitments, agreements or 
understandings concerning the subject matter of this Agreement that are not contained in 
this document.  Accordingly, it is agreed that no deviation from the terms of the 
Agreement shall be predicated upon any prior representations or agreements, whether 
oral or written. 
 
SECTION 19.  CONSULTANT'S RESPONSIBILITIES 
 

19.1 The Consultant shall comply with all laws, ordinances and governmental 
rules, regulations and orders now or at any time during the term of this Agreement which 
are applicable to or which affect the procedures of the Consultant. 
 

19.2 The obligation of the Consultant to comply with governmental requirements 
is provided for the purpose of assuring proper safeguards for the protection of person 
and property. 
 
 19.3 The Consultant shall ensure that no employee or affiliate of the Consultant, 
including all Subconsultants, Subcontractors and Suppliers (if any), at any tier, has been 
convicted of a public entity crime pursuant to Section 287.133, Florida Statutes, within 
the preceding 36 months from the date of execution of this Agreement. 
 

19.4 The Consultant’s obligations under this Agreement shall survive 
termination or expiration of this Agreement. 
 

 
19.5 Consultant acknowledges that the public shall have access, at all 

reasonable times, to certain documents and information pertaining to City contracts, 
pursuant to the provisions of Chapter 119, Florida Statutes.  Consultant agrees to 
maintain public records in Consultant’s possession or control in connection with 
Consultant’s performance under this Agreement and to provide the public with access to 
public records in accordance with the record maintenance, production and cost 
requirements set forth in Chapter 119, Florida Statutes, or as otherwise required by 
law.    Consultant shall ensure that public records that are exempt or confidential from 
public records disclosure requirements are not disclosed except as authorized by law.   

  
19.6 Unless otherwise provided by law, any and all reports, surveys, and other 

data and documents provided or created in connection with this Agreement are and shall 
remain the property of City.  In the event of termination of this Agreement by either party, 
any reports, photographs, surveys and other data and documents and public records 
prepared by, or in the possession or control of Consultant, whether finished or 
unfinished, shall become the property of City and shall be delivered by Consultant to the 
City Manager, at no cost to the City, within seven days of termination of this Agreement.  
All such records stored electronically by Consultant shall be delivered to the City in a 
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format that is compatible with the City’s information technology systems. Upon 
termination of this Agreement, Consultant shall destroy any duplicate public records that 
are exempt or confidential and exempt from public records disclosure.  Any 
compensation due to Consultant shall be withheld until all documents are received as 
provided herein.  Consultant’s failure or refusal to comply with the provisions of this 
Section shall result in the immediate termination of this Agreement by the City. 
 
SECTION 20.  SUBCONSULTANTS 

20.1 In the event the Consultant requires the services of any 
Subconsultants/Subcontractors or other professional associates in connection with 
services covered by this Project Agreement, the Consultant must first secure the prior 
written approval of the City before acquiring subcontracted Work. 
 

20.2 Any subcontract with a Subcontractor or Subconsultant shall afford to the 
Consultant rights against the Subcontractor or Subconsultant which correspond to those 
rights afforded to the City against the Consultant herein, including but not limited to those 
rights of termination set forth herein. 
 

20.3 No reimbursement or payment shall be made to the Consultant for any 
Subconsultants that have not been previously approved in writing by the City for use by 
the Consultant. 
 
SECTION 21.  NOTICES 
 

 Whenever either party desires to give notice to the other, it must be given by 
written notice, sent by certified United States mail, with return receipt requested, 
addressed to the party for whom it is intended, at the place last specified, and the place 
for giving of notice in compliance with the provisions of this paragraph.  For the present, 
the parties designate the following as the respective places for giving of notice, to-wit: 
 
 
FOR CONSULTANT: 

 
  
 

  
 
FOR CITY: 

City of South Bay 
, City Manager  
 
South Bay, Florida  

 
With Copy to: 

 Burnadette Norris-Weeks, PA 
 Burnadette Norris-Weeks, Esq., City Attorney 
 401 NW 7th Avenue  
 Fort Lauderdale, Florida 33311 
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SECTION 22.  TRUTH-IN-NEGOTIATION CERTIFICATE 

 Execution of this Agreement by Consultant shall act as the execution of a truth-in-
negotiation certificate stating that wage rates and other factual unit costs supporting the 
compensation of this Project Agreement are accurate, complete, and current at the time 
of contracting.  Compensation under this Project Agreement shall be adjusted to exclude 
any sums by which the City determines the contract price was increased due to 
inaccurate, incomplete, or noncurrent wage rates and other factual unit costs.  All such 
adjustments shall be made within one year following the end of this Project Agreement. 
 
SECTION 23.  DISPUTE RESOLUTION 
 

23.1 Any dispute concerning performance of this Agreement shall be decided by 
the City, who shall reduce the decision to writing and serve a copy on the Contractor.  
The decision shall be final and conclusive unless within 21 Days from the date of receipt, 
the Contractor files with the City a petition for administrative hearing.  The City’s decision 
on the petition shall be final, subject to the Contractor’s right to review pursuant to 
Chapter 120, Florida Statutes.  Exhaustion of administrative remedies is an absolute 
condition precedent to the Contractor's ability to pursue any other form of dispute 
resolution; provided, however, that the parties may employ the alternative dispute 
resolution procedures outlined in Chapter 120. 

 
 23.2 Without limiting the foregoing, the exclusive venue of any legal or equitable 
action that arises out of or relates to this Agreement shall be the appropriate state court 
in Palm Beach County, Florida. In any such action, Florida law shall apply and the 
parties waive any right to trial by jury. 
 
SECTION 24.  GOVERNING LAW 
 

 This Agreement shall be construed in accordance with and governed by the laws 
of the State of Florida. 
 
SECTION 25.  HEADINGS 
 

 Headings are for convenience of reference only and shall not be considered in 
any interpretation of this Agreement. 
 
SECTION 26.  EXHIBITS 
 

 Each Exhibit referred to in this Agreement forms an essential part of this 
Agreement.  The Exhibits, if not physically attached, should be treated as part of this 
Agreement, and are incorporated by reference. 
 
SECTION 27.  SEVERABILITY 
 

 If any provision of this Agreement or the application thereof to any person or 
situation shall, to any extent, be held invalid or unenforceable, the remainder of this 
Agreement and the application of such provisions to persons or situations other than 
those as to which it shall have been held invalid or unenforceable, shall not be affected 
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thereby, and shall continue in full force and effect, and be enforced to the fullest extent 
permitted by law. 
 
SECTION 28.  COUNTERPARTS 
 

This Agreement may be executed in several counterparts, each of which shall be 
deemed an original and such counterparts shall constitute one and the same instrument. 

 
 
SECTION 29.  CONFLICT-OF-INTEREST 
 

29.1 To avoid any conflicts of interest, or any appearance thereof, Consultant, 
for the term of this Agreement, agrees that it will not represent any private sector 
individuals or entities with regard to engineering issues within the City without first 
notifying the City of the services to be performed.  If, after such notification, the City 
reasonably determines that a material conflict exists, Consultant will not perform such 
conflicting work within the same office or organizational unit, but will clearly separate the 
work efforts.  Furthermore, no information will be shared between the two units in 
performing such services.  The conditions and requirements of this paragraph will also 
apply to any Subcontractors utilized by the Consultant in completion of the services 
under this Project Agreement. 
 
 29.2 Furthermore, Consultant covenants that no person under its employ who 
exercises any functions or responsibilities on behalf of the City, in connection with this 
Agreement, will have any personal financial interest, direct or indirect, with contractors or 
vendors providing professional services on this Specific Project assigned to the 
Consultant, except as fully disclosed and approved by the City.  Consultant further 
covenants that, in the performance of this Agreement, no person having such conflicting 
interest shall be employed.  Any such interest on the part of Consultant or its employees 
must be disclosed in writing to City. 
 
 
 
SECTION 30.  SURVIVAL OF PROVISIONS  
 

Any terms or conditions of this Agreement shall survive termination of the 
Agreement and shall remain in full force and effect unless and until the terms or 
conditions are completed, and shall be fully enforceable by either party. 

 
SECTION 31.  SCRUTINIZED COMPANIES 
 

A. Contractor certifies that it and its subcontractors are not on the Scrutinized 

Companies that Boycott Israel List. Pursuant to Section 287.135, F.S., the City 

may immediately terminate this Agreement at its sole option if the Contractor or 

its subcontractors are found to have submitted a false certification; or if the 

Contractor, or its subcontractors are placed on the Scrutinized Companies that 

Boycott Israel List or is engaged in the boycott of Israel during the term of the 

Agreement. 
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B. If this Agreement is for more than one million dollars, the Contractor certifies 

that it and its subcontractors are also not on the Scrutinized Companies with 

Activities in Sudan, Scrutinized Companies with Activities in the Iran Petroleum 

Energy Sector List, or engaged with business operations in Cuba or Syria as 

identified in Section 287.135, F.S. Pursuant to Section 287.135, F.S., the City 

may immediately terminate this Agreement at its sole option if the Contractor , 

its affiliates, or its subcontractors are found to have submitted a false 

certification; or if the Contractor, its affiliates, or its subcontractors are placed on 

the Scrutinized Companies with Activities in Sudan List, or Scrutinized 

Companies with Activities in the Iran Petroleum Energy Sector List, or engaged 

with business operations in Cuba or Syria during the term of the Agreement. 

 
C. The Contractor agrees to observe the above requirements for applicable 

subcontracts entered into for the performance of work under this Agreement. 

 
D. As provided in Subsection 287.135(8), F.S., if federal law ceases to authorize 

the above-stated contracting prohibitions then they shall become inoperative. 

SECTION 32.  WAIVER 
 

The waiver by either party of any failure on the part of the other party to perform in 
accordance with any of the terms or conditions of this Agreement shall not be construed 
as a waiver of any future or continuing similar or dissimilar failure.  No waiver shall be 
effective unless made in writing. 
 
SECTION 33.  E-VERIFY 

 
In accordance with Florida Statutes §448.095, the Contractor, prior to 

commencement of services or payment by the City, will provide to the City proof of 
participation/enrollment in the E-Verify system of the Department of Homeland Security. 
Evidence of participation/enrollment will be a printout of the Company’s “Company 
Profile” page from the E-verify system.  Failure to be continually enrolled and 
participating in the E-Verify program will be a breach of contract which will be grounds for 
immediate termination of the contract by the City.  The Contractor will not hire any 
employee who has not been vetted through E-Verify. The Contractor may not 
subcontract any work for the City to any subcontractor that has not provided an affidavit 
stating that the subcontractor does not employ, contract with or subcontract with an 
unauthorized alien. 
 

IN WITNESS WHEREOF, the parties hereto have made and executed this 
Agreement on the respective dates under each signature:  City, signing by and through 
its Mayor and City Administrator, attested to and duly authorized to execute same by the 
City Commission of the City of South Bay and by Consultant, by and through its 
________________________, attested to and duly authorized to execute same. 
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FOR CITY:   

ATTEST:      CITY OF SOUTH BAY 
SOUTH BAY CITY CLERK 
  
BY:      By:       
           City Clerk                                                   Mayor 
 
      APPROVED AS TO FORM AND 
      LEGAL SUFFICIENCY 
 
By:      By:       
          City Manager      City Attorney  
 

 
FOR CONSULTANT: 

 
WITNESSES:    By: __________________________ 
       Elizabeth A. Colome 
__________________________  Title: _President________________ 
 
__________________________  _____________________________ 
Print Name     Print Name: 
       
__________________________  Dated: _______________________ 
Print Name      
 
 

     (CORPORATE SEAL) 
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March 8, 2022 (revised 3/28/2022) 
 
Mr. Leondrae Camel, City Manager 
City of South Bay 
335 SW 2nd Avenue 
South Bay, Florida 33493 
 
Re: City of South Bay – Cox Park Block Grant 

Cox Park (Design, Construction Documents, Construction Administration) 
South Bay, Florida 

 
Dear Mr. Camel: 

Our Firm – Colome’ & Associates, Inc. (Architect) – would like to thank you for the opportunity to provide the City of 
South Bay with this proposal for architectural professional services for the proposed improvements to Cox Park 
outlined with in the Block Grant Program Application at the Cox Park locations in South Bay, Florida.  

The project will consist of design, construction documents, cost estimating, permit documents, bidding, and 
construction administration phases for the following proposed improvements to Cox Park Facilities: 

Cox Park scope of work shall consist of new site signage, reconstruct asphalt parking for ADA accessible spaces and 
ramps, add safety site lighting throughout perimeter of park, replace sports lighting heads on existing poles, new 
walking path at perimeter of park, replacing existing new plumbing fixtures at existing restrooms, and new perimeter 
site fencing. 

The fees are based on the Department of Housing and Economic Sustainability Community Development Block Grant 
Program FY 2021-2022 and a phone call with Mr. King Kindred on 3/15/2022.  

 

• Design and Construction Documents 

Based on the approved conceptual design plans submittal to be prepared by this office, provide working 
drawings and specifications, described in detail sufficient for construction, including civil engineering, structural 
engineering, mechanical, electrical, and plumbing engineering, (limited to the proposed building renovations) 
and interior finish selection within the completed set of construction documents. Interior and exterior furnishing 
shall be selected and purchased by City of South Bay.  
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• Preparation and Permitting Submissions 

• Prepare and submit documents for permitting to the City of South Bay Building Department.  

• Bidding  

• Assist City of South Bay in preparation of addenda and respond to General Contractor’s or 
Construction Manager’s RFI’s during Bidding process.  

    

• Construction Administration 

• Make a minimum of one visit per week by the architect, engineer, or subconsultants to the site to 
observe the progress and quality of the executed work and to determine in general if the work is 
proceeding in accordance with the Contract Documents.  The Architect / Engineer shall not be 
required to make exhaustive or continuous on-site inspections to check the quality of work, nor 
shall the Architect be responsible for the means, methods, techniques or procedures of 
construction selected by Contractor(s).                      

• Review and approve the Contractor’s shop drawings, or take other appropriate action, but only for 
the limited purpose of checking for conformance with information given and the design concepts 
expressed in the contract documents. 

• Prepare substantial and final punch list. 

• Prepare Final “As-Built” CAD files for owner based on general contractor’s record drawings. 

• Expenses – The Architect and Design Professionals shall be paid for all expenses such as owner 
requested reproduction, postage and plotting expenses as an addition to the basic compensation 
at a stipulated lump sum of five hundred ($500.00) dollars, which is included in the total 
professional services fee. 

Fees  

• Construction Documents, Bidding, Construction Administration, and Expenses – Architectural and Engineering 
design:  Fees for performing services as outlined above shall be based upon the stipulated lump sum of forty-three 
thousand seven hundred seventy-eight dollars and fifty-sixty ($43,778.56) cents.  

 
The schedule and estimated task completion is as follows: 

• 50% Construction Document phase   (4 weeks from City of South Bay N.T.P) 

• 100% Construction Document phase (4 weeks from PBC Review) 

• Bidding phase    (T.B.D.) 

• Construction Administration phase   (T.B.D.) 

 

Fee Breakdown: 
Design / Construction Document Phase    $    37,06.53 

Construction Administration Phase    $    6,209.03 

Expenses        $       500.00 

Total Fee       $  43,778.56 
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Fee Breakdown per Discipline: 
Architect: (Colome’ & Associates)    $  27,705.56 

M.E.P. Engineering: (JLRD, Inc.)    $  11,800.00 

Civil Engineering: (Civil Design, Inc.)    $    4,273.00 

Total Professional services -      $  43,778.56   
 
 
• Additional Services 

• Additional Services as requested by the Owner shall be based on the Architectural Hourly Rates stipulated 
below and the subconsultant Hourly Rates per their proposals or stipulated lump sum. 
 

• Principal   $138.29 / hour 

• Architect   $115.85 / hour 

• Project Manager   $104.08 / hour 

• Architectural Drafting $82.94 / hour 

• Clerical   $45 / hour 

 

• Items excluded from this professional services fee proposal: 
The following items are not included as part of this professional services fee proposal: This proposal does not 
include the documentation or analysis of green or sustainable building components or measures incorporated 
into this design.  If the documentation or analysis (including life cycle analysis) of this building is required to 
meet Florida Statutes 255.251-255.259, this service can be provided as an "Additional Services", LEED design 
services, Fees related to project applications, registrations, and permitting, site plan approval or site plan 
amendment submissions, asbestos studies related to demolition of existing building, site drainage analysis or 
improvements, separate permit documents, surveying, geotechnical engineering, structural engineering,  
landscape architectural, irrigation design, sports field or roadway site lighting, any work professional services 
related to Tanner park, structural analysis for reuse of existing light poles, building mounted exterior lighting, 
environmental surveys, mechanical life cycle cost analysis, asbestos studies or abatement, replacement of 
existing site utilities, offsite improvements, fees related to water flow tests for fire sprinklers, specialty signage 
or monitors, complete fire protection system replacement, replacement of existing electrical FPL services, Art 
in Public Place services, CCTV, Wireless Access points (WAP) systems design, A/V systems design, lightning 
protection, emergency power, public address system design, interior design services, acoustical design 
services, Kitchen Hood & Fire Suppression system Design Services, re-design as a result of value 
engineering, and conformance documents. 

 
G24. FS558.0035. –PURSUANT TO FLORIDA STATUTE 558.0035, AN INDIVIDUAL EMPLOYEE OR 
AGENT MAY NOT BE HELD INDIVIDUALLY LIABLE FOR NEGLIGENCE. 
 
Sincerely,  

 

 

Elizabeth A. G. Colome’ – Architect 
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SHORT FORM AGREEMENT 
 
CLIENT: Mr. Joe Colome, Colome & Associates, Inc. 
 
ENGINEER:  Johnson, Levinson, Ragan, Davila, Inc. 
 
PROJECT: City of South Bay – Cox Park Site 
  Electrical Engineering Services 
 
Dear Joe, 
 
Johnson, Levinson, Ragan, Davila (JLRD), Inc. is pleased to provide this proposal for the above 
referenced project. JLRD, Inc hereafter referred to as the Engineer, is hereby authorized to perform the 
Services requested by Colome & Associates, Inc., hereafter referred to as the Client, as outlined below: 
 
SCOPE: 
 
Renovate one existing park pertaining to general perimeter lighting and parking lot lighting. Proposal is 
based upon a scope of work and proposed site plan drawing provided via e-amil on March 1, 2022. The 
scope of work is as follows: 
 

1. Provide design to reconstruct the parking lot and provide new lighting poles, fixtures, and 
lighting controls. 

2. Add safety lighting for the pedestrian walkway around the perimeter of the park. 
3. Replace existing sports lighting heads. 
4. It is assumed the existing electrical distribution system has sufficient capacity and breaker 

mounting space to accommodate the proposed circuits, without upgrade or additional 
panelboards. For sports lighting, existing poles will be re-used. 

 
Services for shop drawing review, construction observation, and recording in CAD format the 
Contractor’s as-built, red-lined documents has been requested and therefore is included. 
 
Project specifications will be provided on the drawings. 
 
It is assumed as-built documentation will be provided to the engineer for use as the basis of the design. 
 
EXCLUSIONS 
 

1. Sport court or roadway lighting. 
2. Reuse of existing poles without owner provided structural analysis. 
3. Building-mounted lighting. 
4. Other MEP scope not specifically listed above. 
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Mr. Joe Colome 
March 28, 2022 
Page - 2 
 
 
FEES: 
 
For the Scope identified above the Engineer shall be paid a lump sum fee of Eleven Thousand Eight 
Hundred Dollars ($11,800.00). Invoices for services rendered are prepared monthly and are due and 
payable within thirty (30) days from date of the invoice.  
 
TIME OF PERFORMANCE: 
 
Work will be completed with due and reasonable diligence after receipt of this executed agreement. 
 
The Client and the Engineer shall each effect and maintain insurance to protect themselves from claims 
under worker’s compensation acts; claims for damages because of bodily injury including personal injury, 
sickness or disease, or death of any of their employees or of any person other than their employees, and 
from claims for damages because of injury to or destruction of tangible property including loss of use 
resulting there from. 
 
Neither party shall be liable for any special, incidental, indirect, or consequential damages, regardless of 
whether or not it was advised by the other party of the possibility or certainty of such damages. 
 
The Engineer shall maintain professional liability insurance and when specifically requested by the 
Client, provide evidence of same.  The Engineer’s liability shall be limited to the total aggregate amount 
of fees paid to the Engineer or $20,000, whichever is greater. 
 
This contract shall be governed by the laws of the State of Florida, and the appropriate venue for any 
actions arising out of the agreement would be West Palm Beach, Florida. 
 
The above proposal is based upon receipt of existing as-built drawings. If as-built drawings are not 
available or cannot be provided, the Engineer may require the Owner to provide selective demolition of 
concealed conditions, i.e., underground plumbing piping, for coordination of tying new work to existing 
infrastructure. The Engineer shall not be held accountable for unforeseen conditions. 
 
Should we be retained to do the work, I would provide a copy of our standard agreement for a contract 
between our firms. If you have any questions, please call me. 
 
Very truly yours, 
 
JOHNSON, LEVINSON, RAGAN, DAVILA, INC. 
 

 
 
Jason Carpentier, PE 
Associate 
 
JAC/bev 
 
Enc. 
 
Colome Cox Park Site Lighting 03-28-22.doc 
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 


1400 Centrepark Blvd., Suite 905 • West Palm Beach, FL 33401 • T: 561.659.5760 • www.civil-design.com 

City of South Bay Cox and Tanner Parks Block Grant 
March 4, 2022 

 
Description 
 
This project is described as civil engineering services for improvements to Cox Park in South Bay, FL. The 
scope of the civil engineering improvements consists of reconstruction of the existing parking lot (±10 
spaces with ADA aisle and ramps if needed) to meet accessibility requirements and addition of a 
perimeter (±950 LF) asphalt walking path. 
 
Scope of Services 
 
1. Services. Consultant will provide services as follows: 
 

1.1. Perform site visit to review existing conditions and verify survey information. 
1.2. Prepare construction documents consisting of plans, details and specifications for the 

reconstructed parking lot and asphalt walking path. 
1.3. Perform construction phase services to include: 

1.3.1. Shop drawing review. 
1.3.2. In-progress field visit (2 assumed). 
1.3.3. Punch list and final site walk through (1 assumed). 
1.3.4. Prepare record drawings from contractor provided asbuilts. 
1.3.5. Certification letter for completed work for building department (if required). 

1.4. Excludes (due to the minor nature of the work): 
1.4.1. Drainage analysis, impacts or improvements. 
1.4.2. Separate civil permitting. 
1.4.3. All work limited to Cox Park. No civil scope identified for Tanner Park. 

 
2. Fee Breakdown & Summary: 

City of South Bay Cox and Tanner Parks Block Grant 3/4/2022
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Summary

01 Design Phase Services $2,590

001 Site visit to verify conditions $413
002 Prepare plans (Civil Cover, Demolition, PG&D, Details, Plan Specs) $2,177

Subtotal Design Hrs

02 Construction Phase Services $1,683

001 Shop draw ing review $138
002 Field visit (2 assumed) $826
003 Punch and f inal site visit (1 assumed) $413
004 Record Draw ings $138
005 Certif ication letter $168

Subtotal CA Hrs
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