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BROWARD OFFICE OF THE INSPECTOR GENERAL 

FINAL REPORT RE: MISCONDUCT IN THE CITY OF DANIA BEACH’S 
PROCUREMENT OF VARIOUS ENGINEERING SERVICES 

SUMMARY 

The Broward Office of the Inspector General (OIG) has completed an investigation into the City of 
Dania Beach and its Community Redevelopment Agency’s (CRA’s) procurement of various 
engineering and similar professional consulting services under the city’s request for qualifications 
(RFQ) number 16-004. 

During a general review of the city’s procurement process, the OIG became concerned that the city 
may not have followed the Florida statutory requirements of the Consultants’ Competitive 
Negotiation Act (CCNA).  Following our investigation, we substantiated this concern, determining 
that misconduct occurred when city staff members violated the CCNA.  Had they adhered to the 
city’s own policies and procurement best practices, the CCNA violations may not have ensued. 

We found that, in addition to failing to follow its own policies in preparing the RFQ, the city 
evaluated respondents by using selection criteria and service categories it did not communicate in 
the RFQ, without notifying the respondents.  The contact person for the procurement also re-
categorized the evaluation committee’s recommendations after the committee’s final meeting. 
While inspecting the committee’s evaluation process, among other findings, we also determined 
that some lower-ranked respondents received contracts over higher-ranked respondents and that the 
city awarded contracts to two firms for types of work for which they did not even apply. 

A most disturbing aspect of this procurement was that evaluation committee members, after 
scoring and ranking respondents, discussed and decided which firms should receive contracts based 
on whether they were a better fit for the city.  This was in disregard for the committee’s efforts to 
score, tally, and rank respondents and rendered the process subjective and vulnerable to favoritism 
and abuse. 

As these meetings were public by law, city staff also violated Florida’s open meetings (Sunshine) 
law requirements to properly notice two procurement evaluation meetings and to record and 
produce minutes of those meetings. 

The OIG recognizes that city management takes these concerns and findings seriously and that it 
has undertaken considerable efforts and a sincere commitment to correct the deficiencies that the 
OIG identifies here.  In this report’s conclusion, we recommend additional measures to make the 
city’s procurements more objective and transparent. 
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BROWARD OFFICE OF THE INSPECTOR GENERAL 
FINAL REPORT RE: MISCONDUCT IN THE CITY OF DANIA BEACH’S 

PROCUREMENT OF VARIOUS ENGINEERING SERVICES 

We also found it significant to learn that this was the city’s first procurement under the CCNA and 
that the city spent $2,726,952.18 on engineering and other professional services as defined in the 
CCNA in the five years immediately preceding this procurement and another $798,995.65 since 
then (through March 5, 2019).  For the second time in just over one year, we are dismayed to report 
that another Broward municipality has failed to follow the CCNA properly.  We reiterate to all 
local governments here in Broward County to take special note of the CCNA’s requirements and to 
counsel those responsible for the procurement of such professional services on the benefits of 
following and the hazards of failing to follow the CCNA. 

OIG CHARTER AUTHORITY 

Section 10.01 of the Charter of Broward County empowers the Broward Office of the Inspector 
General to investigate misconduct and gross mismanagement within the Charter Government of 
Broward County and all of its municipalities.  This authority extends to all elected and appointed 
officials, employees and all providers of goods and services to the county and the municipalities.  On 
his own initiative, or based on a signed complaint, the Inspector General may commence an 
investigation upon a finding of good cause.  As part of any investigation, the Inspector General shall 
have the power to subpoena witnesses, administer oaths, require the production of documents and 
records, and audit any program, contract, and the operations of any division of the county, its 
municipalities and any providers.  The Broward Office of the Inspector General is also empowered to 
issue reports, including recommendations, and to require officials to provide reports regarding the 
implementation of those recommendations. 

RELEVANT GOVERNING AUTHORITIES 

Florida Statutes 

Section 287.055, Florida Statutes – Acquisition of professional architectural, engineering, 
landscape architectural, or surveying and mapping services (CCNA), provides in part: 

(2) DEFINITIONS.—For purposes of this section:  . . . 

(g) A “continuing contract” is a contract for professional services entered into in accordance with 
all the procedures of this act between an agency and a firm whereby the firm provides professional 
services to the agency for projects in which the estimated construction cost of each individual 
project under the contract does not exceed $2 million, for study activity if the fee for professional 
services for each individual study under the contract does not exceed $200,000, or for work of a 
specified nature as outlined in the contract required by the agency, with the contract being for a 
fixed term or with no time limitation except that the contract must provide a termination clause. 
Firms providing professional services under continuing contracts shall not be required to bid 
against one another. 

OIG 17-010 
May 1, 2019 
Page 2 of 34 

https://798,995.65
https://2,726,952.18


   
      

    
 

 
 
 

   

 
  

 
 

 
   

   
  

  
  

 
 

   
   

    

 
   

 
     

   
 

 
 

 
 

 
     

  
 

   
  

 
 

 
  

 
 

  
 

  

BROWARD OFFICE OF THE INSPECTOR GENERAL 
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(3) PUBLIC ANNOUNCEMENT AND QUALIFICATION PROCEDURES. — 

(a) 1. Each agency shall publicly announce, in a uniform and consistent manner, each occasion 
when professional services must be purchased for a project the basic construction cost of which 
is estimated by the agency to exceed the threshold amount provided in s. 287.017 for 
CATEGORY FIVE or for a planning or study activity when the fee for professional services 
exceeds the threshold amount provided in s. 287.017 for CATEGORY TWO, except in cases of 
valid public emergencies certified by the agency head. The public notice must include a general 
description of the project and must indicate how interested consultants may apply for 
consideration.  . . . 

(c) Any firm or individual desiring to provide professional services to the agency must first be 
certified by the agency as qualified pursuant to law and the regulations of the agency. The agency 
must find that the firm or individual to be employed is fully qualified to render the required 
service. Among the factors to be considered in making this finding are the capabilities, adequacy 
of personnel, past record, and experience of the firm or individual. 

(d) Each agency shall evaluate professional services, including capabilities, adequacy of 
personnel, past record, experience, whether the firm is a certified minority business enterprise 
as defined by the Florida Small and Minority Business Assistance Act, and other factors 
determined by the agency to be applicable to its particular requirements. When securing 
professional services, an agency must endeavor to meet the minority business enterprise 
procurement goals under s. 287.09451. 

Section 286.011, Florida Statutes – Public meetings and records; public inspection, 
provides in part: 

(1) All meetings of any board or commission of any state agency or authority or of any agency or 
authority of any county, municipal corporation, or political subdivision, except as otherwise 
provided in the Constitution, including meetings with or attended by any person elected to such 
board or commission, but who has not yet taken office, at which official acts are to be taken are 
declared to be public meetings open to the public at all times, and no resolution, rule, or formal 
action shall be considered binding except as taken or made at such meeting. The board or 
commission must provide reasonable notice of all such meetings. 

(2) The minutes of a meeting of any such board or commission of any such state agency or 
authority shall be promptly recorded, and such records shall be open to public inspection. The 
circuit courts of this state shall have jurisdiction to issue injunctions to enforce the purposes of 
this section upon application by any citizen of this state. 
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Section 286.0105, Florida Statutes – Notices of meetings and hearings must advise that a 
record is required to appeal, provides in part: 

Each board, commission, or agency of this state or of any political subdivision thereof shall 
include in the notice of any meeting or hearing, if notice of the meeting or hearing is required, 
of such board, commission, or agency, conspicuously on such notice, the advice that, if a 
person decides to appeal any decision made by the board, agency, or commission with respect 
to any matter considered at such meeting or 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.  . . . 

City of Dania Beach Policies 

Bid and RFP Policy, City of Dania Beach – Definitions, provides in part: . . . 

“Committee” consists of the Director of the responsible department that issues the bid or any 
“Request”, the Assistant City Manager, the Finance Director or Assistant Finance Director, and 
any other employee the City Manager or the responsible Director may deem necessary. 
. . . 

“Purchasing/Contracts Coordinator” is the person designated as the City’s agent for buying, 
distributing, storing and disposing of goods and services in accordance with the City’s 
purchasing policies. 

“Request” means an RFP, and RFQ, an RLI or all of them.  . . . 

Bid and RFP Policy, City of Dania Beach – Policy / Procedures, provides in part:  . . . 

A. Committee Established 

Prior to preparation of criteria for any bid or any Request, a Committee should be established 
by the Director of the responsible department for the proposed project or matter.  . . .  The 
Committee shall be comprised of members as set forth in the City’s Purchasing Policy and any 
other employee or consultant deemed necessary to allow the City to compile a comprehensive 
bid or Request criteria and review and select the most qualified bidder or respondent for the 
proposed project.  . . .   

B. Bid or Request Committee Meeting Prior to Bid or Request 

Upon selection of the members of the Committee, a meeting will be established for the 
Committee to review the proposed project prior to writing the criteria for a bid or Request.  The 
goal of this meeting is to establish the groundwork for the bid or Request and identify what 
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items should be included as part of the package.  The bid or Request should be designed to 
solicit the same basic information from all potential bidders or respondents.  The bid or 
Request should be specific in design and specifications.  If specific materials are to be used this 
should be stated in the bid or Request.  This continuity will allow the Committee to better 
compare the bids or responses for selection. 

A contact person shall be designated by the Committee for each project.  This person can be the 
Director or any other Committee member.  This person will be responsible for communicating 
with the bidders or respondents and should have an in depth knowledge of the project 
requirements and be able to answer the various questions posed by the bidders or respondents.  
All communication should be documented and placed in the file. 

The Committee shall also determine at this time the criteria to be used in evaluating the bids or 
responses for award.  Bidders or respondents should be made aware of such criteria.  A 
tabulation sheet shall be developed using the specified criteria and a point system or matrix 
should be used to effectively compare the responses.  . . .  At all times the bid or Request 
should follow the guidelines set forth in the City’s Purchasing Policy. 

The Committee should also establish a timeline for the entire process, which includes date of 
advertising of the bid or Request, pre-bid or pre-Request opening meeting, bid-opening or 
Request opening, review by the Committee and Commission meeting for awarding the bid or 
contract.  . . . 

D. Bid or Request Draft Distribution and Response 

The bid or Request process is a key component to the selection process, therefore it is 
imperative that it be reviewed prior to its release.  The draft bid or Request should be submitted 
by the Department Director to all Committee Members and to the City Attorney via email for 
their review, revision and comments.  . . .  Alternatively, if the Director chooses, a Committee 
meeting can be scheduled to review the draft. . . . 

F. Bid Publication and Notifications 

Upon approval of the City Attorney, the Department Director in conjunction with the City 
Clerk will coordinate the advertising of the bid or Request and the City Clerk will publish the 
required notices as outlined in the City’s Purchasing Policy.  . . .  The Committee should 
receive a copy of the final bid or Request including the bid or Request opening date and time.  . 
. . 

H. Committee Selection Meeting 

The primary goal of this meeting is for all members to submit their tabulation sheets (for 
Requests) . . . to the Director and discuss any issues and concerns regarding the offers.  At the 
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conclusion of this meeting, the Committee should issue a recommendation to present to the 
City Commission for selection and award of the contract for the proposed project or work.  A 
Summary Tabulation (for Requests) . . . of all proposals must be prepared and presented to the 
Commission accompanied by the Committee’s recommendation for the award. 

I. Commission Meeting 

The Director of the project shall attend the City Commission meeting accompanied by any 
other Committee member necessary to answer questions or make appropriate comments 
relating to the bid or Request and the Committee’s recommendation. 

Bid and RFP Policy, City of Dania Beach – Bid and Request Proposal Procedures at a 
Glance, provides in part: 

1. DIRECTOR TO ESTABLISH BID OR REQUEST COMMITTEE PRIOR TO BID OR 
REQUEST PREPARATION . . .  Set first Committee meeting. 

2. COMMITTEE MEETING 

a. Set guidelines/scope of services for the bid or Request. 
b. Determine evaluation criteria. 
c. Develop tabulation form (for Requests) . . . . 
d. Identify a contact person. 
e. Establish timeline for the process (release of bid or Request, pre-bid or pre-Request 

meeting, bid-opening or request-opening date, review of them, award of them etc.).  . . . 

3. WRITING THE BID OR REQUEST 

a. Department Director to draft bid or Request. 
b. Incorporate ideas of all Committee members. 

4. BID OR REQUEST DISTRIBUTION AND RESPONSE 

a. Department Director to distribute draft to Committee members and City Attorney via 
email with deadline for revisions and comments. 

b. Alternatively, schedule a Committee meeting to review draft as a team. 

5. FINAL BID OR REQUEST 

a. Department Director prepares final bid or Request incorporating revisions of 
Committee members. 

b. Submit final bid or Request to City Attorney for final review and approval.  . . . 
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8. COMMITTEE SELECTION MEETING 

a. Committee members submit tabulation sheets (for Requests) . . . to Director. 
b. Committee to discuss any concerns. 
c. Committee to make recommendation to Commission for award. 
d. Summary Tabulation form (for Requests) or Summary Evaluation (for bids) to be 

prepared by Department Director. 

9. COMMISSION MEETING 

a. Director will submit Summary of Tabulation, or Summary of Evaluations, 
recommendations, and contracts, to City Clerk and other appropriate departments to 
have placed on agenda for Commission approval. 

b. Department Director or designee and necessary Committee members shall attend 
Commission meeting to answer any questions necessary. 

Purchasing Policy, City of Dania Beach Administrative Policy, provides in part: 

I. PURPOSE 

The purpose and intent of this document shall be to prescribe the manner in which the City of 
Dania Beach Administration shall control the purchase of supplies, materials, equipment and 
certain contractual services, standard purchase items below $25,000 and for purchases requiring 
bids/Commission approval that exceed $25,000.  This Policy has been developed to maintain a 
high ethical standard for all Department Directors and employee of the City in connection 
therewith. 

II. DEFINITIONS  . . . 

1. “Bid Specification Committee” consists of the Director of the responsible department that 
issues the RFP, the Finance Director and/or their designee (ex. Purchasing Contracts 
Coordinator) and any other employee that the City Manager may deem necessary.  . . . 

5. “Purchasing Contracts Coordinator” is that person designated as the city’s agent for buying, 
distributing, storing & disposing of goods and services in accordance with the city’s 
purchasing policies as set forth herein.  The Purchasing Contracts Coordinator shall work 
within the Finance Department.  . . . 
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INDIVIDUALS COVERED IN THIS REPORT 

Brad Kaine 

Mr. Kaine came to the city in 2015 with over 15 years of experience in overseeing various areas of 
public works.  He was the public services director, primarily responsible for overseeing his 
department’s operations.  He supervised approximately 42 employees in nine divisions, including 
landscaping and engineering.  The engineering division had one employee, Ronnie Navarro, the 
deputy public services director and city engineer, to whom Mr. Kaine delegated the administration of 
this RFQ.  Mr. Kaine also served as one of four members of the evaluation committee. 

Ronnie Navarro 

Mr. Navarro was the city’s deputy public services director and city engineer.  The city hired him as its 
engineer in 2011.  About three or four years later, he was promoted to deputy director, a title that he 
said gave him “a semblance of having authority over operations.”  He reported to Mr. Kaine, the 
public services director, and managed this RFQ at Mr. Kaine’s direction. 

Tania Stevens 

The city hired Ms. Stevens as an accountant and payroll coordinator and promoted her to senior 
accountant and purchasing coordinator in 2011.  At that time, she did not have any prior experience in 
purchasing but has since taken several classes through the National Institute of Governmental 
Purchasing.  Her job responsibilities included ensuring that the city complied with the CCNA.  She 
also was a member of the evaluation committee. 

Community Development Director 

The Community Development Director oversaw parking, code, and zoning enforcement and 
administered the building and planning operations and community development block grant projects.  
The city hired him into his current position in 2013.  He also served on the evaluation committee. 

Former CRA Director 

The executive director of the city’s CRA at the time of this procurement also participated as an 
evaluation committee member.  She left the CRA’s employ in 2017 and now lives out of the state. She 
declined the OIG’s offer to interview. 
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INVESTIGATION 

Investigation Overview 

In mid-2016 the city publicly advertised RFQ 16-004 to establish a list of consultants for each of 
nine categories of professional services (service categories) listed in the RFQ for the city and the 
CRA to utilize on an as-needed basis.  The solicitation documents stated that the procurement 
would be conducted in accordance with the CCNA. 

In early 2017, the OIG initiated a general review of the city and the CRA’s online solicitation 
documents.  By May 2017, concerned that the CCNA may not have been followed, we commenced 
an inquiry into the procurement process for this RFQ.  Our subsequent investigation substantiated 
this concern, determining that the procurement did not adhere to city procedures or the CCNA, 
violated the Sunshine law, and might have exposed the city to an increased risk of bid protest and 
litigation. 

During the investigation, the OIG analyzed substantial documentation from the city, including the 
city’s purchasing policies, the solicitation itself, respondents’ proposals, staff records and emails 
concerning the solicitation and award, job descriptions, city commission documents, and the 
awarded contracts.  OIG staff also interviewed several city employees and representatives of 
respondent firms involved in this procurement. 

RFQ 16-004 

On June 17, 2016, the city issued its RFQ for “Architectural, Surveying, Landscape Architecture, 
and Engineering Consulting Services” (RFQ 16-004), to establish a list of consultants for each of 
nine separate categories of professional services for the city and the CRA to use on an as-needed 
basis.  (Exhibit 1)  It stated that the city would conduct the solicitation in accordance with the 
CCNA. 

This was the city’s first procurement under the CCNA, even though state law has required local 
governments to procure engineering, architectural, and land surveying services under that law since 
1973.1 To ascertain the significance of this revelation, we thereafter determined that, between 
October 1, 2011, and September 30, 2016, the city paid $2,726,952.18 for engineering and other 
similar professional services.2 

1 The CCNA was adopted in 1973 (Ch. 73-19, Laws of Florida) “for the purpose of promoting competition among firms 
supplying professional services to public agencies in three areas (architecture, engineering, and registered land surveying) 
and requiring negotiation of these professional services contracts with the view of obtaining the most qualified firm for a 
particular project upon the best terms.”  Florida Attorney General Opinion 74-191. 
2The OIG limited the scope of the investigation to this particular procurement, in part because, at least by the time the city 
issued RFQ 16-004, city management had recognized that the CCNA should be followed. 
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In this procurement, the department director seeking the services was the director of public 
services, Mr. Kaine.  The deputy public services director and city engineer, Mr. Navarro, served as 
the solicitation’s contact person to communicate with respondents and answer their questions and 
also served as the manager for this procurement, but he was not a member of the evaluation 
committee.  He drafted the RFQ without the committee’s input. 

The documentation that the city provided did not show that the committee was composed until 
after the deadline for responses, July 15, 2016, when the city received 33 responses, and witnesses 
confirmed that the first time the committee met was to review the responses.3 

The director of public services (Mr. Kaine), the senior accountant and purchasing coordinator (Ms. 
Stevens), the Director of Community Development, and the Former CRA Director served as the 
evaluation committee’s four members.  Mr. Navarro, for reasons he explained below, did not serve 
on the committee.  As composed, the committee did not fit the definition of “Committee” within 
the city’s Bid and RFP Policy, because it did not include (1) the assistant city manager or (2) the 
finance director or assistant finance director.  In addition, it was unclear whether it met that 
definition or the definition of “Bid Specification Committee” within the city’s Purchasing Policy, 
because we did not know whether the city manager was involved in the committee’s formation.4 

The committee held two public meetings to evaluate the proposals, rank the candidates, and 
prepare recommendations for the city commission.  The committee held these meetings on 
September 16, 2016, and September 27, 2016.  During the September 27, 2016, public meeting, the 
committee short-listed 15 “well qualified consultants.”  (Exhibit 2) 

On October 25, 2016, the city commission unanimously adopted Resolution Number 2016-142, 
authorizing the city manager to execute an agreement with each of 15 selected firms. Since that 
time (through March 5, 2019), the city has spent $798,995.65 on engineering and other CCNA-
defined professional services. 

The Procurement Process Did Not Follow City Policies or RFQ Standards, Lacked Objectivity, 
and Contained Multiple Unjustified Irregularities 

An open and fair public procurement process requires that respondents understand the scope of 
services for which they are bidding and the method by which the government agency will evaluate 
their offers.  As stated in Florida Statutes, Chapter 287.001, “. . . fair and open competition is a 
basic tenet of public procurement” and “such competition reduces the appearance and opportunity 
for favoritism and inspires public confidence that contracts are awarded equitably and 
economically . . . . ” 

3 According to the city’s Finance Director, city staff used the terms “bid specifications committee,” “bid review 
committee,” and “selection committee” interchangeably, but the city policies only mentioned the bid specifications 
committee. For ease of reference, this report refers to the one group as the committee or the evaluation committee. 
4 As written, the definitions appearing in these two policies were inconsistent. 
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Overall, the OIG’s review found that the city conducted RFQ 16-004 in a way that contravened this 
fundamental tenet.  The process did not appear to us to be objective or well organized, and it deviated 
from the procurement standards established by the city’s own policies and procedures.  More 
specifically: 

• The city failed to follow its own policies in preparing the RFQ; 

• The RFQ communicated standards for evaluation that did not match the standards that the city 
used, that is, the committee did not consider firms against the seven evaluation criteria or the 
nine service categories advertised in the RFQ; 

• Mr. Navarro recategorized respondents after the committee’s final meeting and before the city 
commission approved contracts; and 

• Other unjustified irregularities occurred in the evaluation of responses to the RFQ, including 
that the committee’s evaluation process became subjective and that respondents received 
contracts for work in categories they did not apply for. 

1. The City Failed to Follow Its Bid and RFP Policy in Preparing the RFQ 

Evaluation committees play a vital role in ensuring that government agencies properly plan, 
organize, and objectively perform solicitations to produce impartial recommendations for contract 
awards.  According to the National Institute of Government Purchasing, “The evaluation panel 
must be competent and able to identify the most appropriate outcome, by using the pre-determined 
evaluation criteria and make a recommendation for award to the contracting authority.  . . .   
Advance planning is important for the timely and proper conduct of the evaluation process. It is 
recommended that the evaluation panel hold a preparatory/planning meeting before the requested 
documentation is received.  All members of the evaluation panel should understand . . .  how 
criteria and scoring will be applied . . .” (emphasis added).5 

The City’s Bid and RFP Policy, effective March 23, 2007, closely mirrored these best practices. 
(Exhibit 3)   The policy guidelines “are intended to provide a more uniform approach to the bid 
and selection process which will enable the City to efficiently and clearly identify the best 
qualified applicant in the award process and to make the appropriate recommendations to the City 
Commission in a timely manner.” Included in the policy was a step-by-step checklist for 
solicitations such as RFQ 16-004. 

The first five of these “Bid and Request Proposal Procedures at a Glance” required the department 
director to establish the committee and then required the committee to plan the RFQ.6  The policy 

5 According to its mission statement, the National Institute of Government Purchasing develops, supports and promotes the 
public procurement profession. 
6 In carrying out its charter mandate, the OIG has observed other local governments’ purchasing process employ two 
different committees or groups of people to perform the separate functions of establishing evaluation criteria and of 
applying evaluation criteria.  Should the city follow the practice set out in its Bid and RFP and Purchasing policies to use 
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required the committee, as a group, to determine the evaluation criteria and designate a contact 
person.  The contact person could be the department director or a committee member.  It then 
required the department director to draft the RFQ and “incorporate ideas of all Committee 
members,” to distribute the draft to the members and the city attorney for revisions and comments 
or to meet again to review the draft as a team, and to prepare the final request and submit it to the 
city attorney, in that order.  (Exhibit 3, p. 4) 

Despite these specific guidelines, the OIG found that the responsible director, Mr. Kaine, against 
policy and without ensuring the applicable policy and law were followed, handed over his 
responsibilities to his subordinate, Mr. Navarro, who also assumed the role of contact person. 

Mr. Navarro described his role in the process as similar to a secretary and advisor to the 
committee.  He claimed that he did not participate in the committee discussions because he did 
not want to influence the committee in any way and that his role was confined to tabulating the 
committee’s scores.  He expressed to the OIG that he chose not to be on the evaluation 
committee because he held pre-conceived negative bias against some respondent firms, saying 
that he had “certain opinions” about Calvin Giordano & Associates, Inc., Craven Thompson & 
Associates, Inc., and Kimley-Horn, so he informed Mr. Kaine about his possible bias and 
refrained from participating in the selection process. 

Mr. Navarro prepared the RFQ without input from committee members.  He wrote the criteria the 
committee used to score respondents, but without committee members’ input.  Based on the 
records we reviewed, the committee did not know the selection criteria until August 11, 2016, 
about one month after the city received responses, when he emailed the criteria to the four 
committee members.  (Exhibit 4)  Thus, the committee had no advance input into the criteria by 
which they would evaluate respondents or, for that matter, anything else about how the RFQ would 
be advertised. 

Interviews and email records showed that two committee meetings took place.  The first one did 
not occur until almost two months after the city received the responses.  During this first meeting, 
held on September 16, 2016, the members reviewed and tallied evaluators’ individual scores for 
respondent firms. 

Had the individuals involved followed the city’s Bid and RFP Policy, the committee may have 
been able to determine the most suitable evaluation standards to include in the RFQ and 
objectively determine the most appropriate way to score all responses in advance of releasing the 
solicitation to the public. It is also likely that staff would have more closely followed the CCNA, 
the controlling law for such procurements.  We discuss this issue and various related issues in 
more detail below. 

the same group of people to perform both functions, it should consider the Sunshine law requirements to all meetings of 
that group. 

OIG 17-010 
May 1, 2019 
Page 12 of 34 



   
      

    
 

 
 
 

   

 
 

 
 

 
 

 
   

 
 

  
    

   
 

      
 

 
   

 
  

 
 
  

  

  
 

  
 

 
 

 
 

 
  

 
 

 

                                                 
     

    

BROWARD OFFICE OF THE INSPECTOR GENERAL 
FINAL REPORT RE: MISCONDUCT IN THE CITY OF DANIA BEACH’S 

PROCUREMENT OF VARIOUS ENGINEERING SERVICES 

2.  The City Failed to Follow the RFQ:  Evaluation Criteria and Service Categories were 
Changed, and Categories that Respondents Applied for were Disregarded 

When the OIG requested and reviewed the committee tallies, we were dismayed to learn that the 
standards the members used to score respondents were not the standards that the city included in 
the published RFQ documents.  (Exhibit 5, p. 2) 

In addition to the nine service categories available, RFQ 16-004 informed the public what the 
selection criteria were supposed to be and how the committee was supposed to evaluate all 
submitted proposals.  This is an important aspect of any proper solicitation, because it informs 
potential respondents of what the committee is looking for.  It also helps potential respondents 
determine whether taking the time and effort to prepare a response would be worthwhile.7 

National Institute of Government Purchasing best practices include that the committee must follow 
the evaluation criteria described in the solicitation document and that the committee must weigh 
each evaluation criterion to reflect its relative importance to the contracting authority. In fact, 
those best practices state, 

[P]roper publication and notification protect the authority from challenges on the 
grounds that the criteria were chosen post notification to favor a particular 
proposer/offeror.  Evaluation criteria and their associated weightings must: 

• Be agreed to before the solicitation process begins. 
• Be published in the notice for the contract, or within the solicitation 

documentation, or both. 
• Not be changed once they have been advertised and notification has been 

sent to the bidders.  If changes become necessary, all bidders must be 
notified of the changes.”  (Footnote omitted.) (Emphasis added.) 

(National Institute of Government Purchasing, Public Procurement Practice, DEVELOPING 
EVALUATION CRITERIA, Element 1.3:  Notification of Criteria, Principles and Practices of 
Public Procurement.) 

A.  The Committee Did Not Consider Firms Against the Seven Evaluation Criteria in the RFQ 
or As Required by the CCNA 

According to the RFQ, the city was going to evaluate respondents in accordance with the 
criteria outlined in the CCNA.  Specifically, Evaluation Criteria and Procedures, Section 8, of 
the solicitation read, 

All Submitted Responses will be evaluated based on the information provided in 
the Responses to this RFQ.  Evaluation criteria shall be applied in compliance with 

7 The federal government estimates that it takes a firm about 29 hours to document architect-engineer qualifications as 
city’s RFQ required (See standard form 330, OMB Control Number 9000-0157, Estimated Expiration Date: 12/31/2020). 
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Section 287.055, Florida Statutes [the CCNA], and will include, but not be limited 
to 

(1) The ability of professional personnel; 
(2) Whether a firm is a certified minority business enterprise; 
(3) Past performance; 
(4) Willingness to meet time and budget requirements; 
(5) Location; 
(6) Recent, current, and projected workloads of the firms; and  
(7) The volume of work previously awarded to each firm by the City, the CRA or both. 

(numbering added) (Exhibit 1, p. 8) Thus, it appeared that the city was going to comport with 
the CCNA by using the statute’s legally required standards.8 

The OIG reviewed the scores for each committee member and found that they only used four 
different criteria despite the fact that the RFQ communicated the seven criteria listed above. 
The standards the committee actually used in its evaluation, without notifying respondents, 
were: 

(1) Technical qualification of the firm; 
(2) Technical experience with similar projects; 
(3) Key staff-personnel expertise; and  
(4) The city or staff’s experience with the firm. 

(Exhibit 2, p. 1 and Exhibit 5, p. 2) These four criteria related loosely, at best, to some of the 
seven criteria advertised in the RFQ, but the committee’s use of them utterly failed to comply 
with the CCNA, the Bid and RFP Policy, and best practices.  Specifically, the committee failed 
to take into account the ability of the professional services offered compared to those needed, 
whether the firm was a certified minority business enterprise, the firm’s willingness to meet 
time and budget requirements, the firm’s location, the firm’s workloads, and the volume of 
work the city and CRA previously awarded the firm. 

No city staff could explain the deviation from the RFQ criteria.  Mr. Navarro informed us that, 
although he knew that an evaluator should compare a respondent’s proposal to the 
solicitation’s requirements to determine whether the respondent was qualified, he did not know 
whether the committee referred to the criteria described in the RFQ when evaluating proposals. 

The Community Development Director told the OIG that he did not know the city’s 
procurement policies, nor did he know if any policies existed.  He also stated that he was not 
qualified to answer any procurement questions and that he did not recall anything about the 

8 We also observed that the solicitation document neither established any type of weighting or scoring for the committee to 
use in the evaluation process nor indicated that the committee would value any particular criteria higher than another in 
determining the proposers’ final scores, as best practices dictated. 
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solicitation at all.  He added that, if someone offered to teach him how to procure consulting 
services, he would not learn it. 

Ms. Stevens, the senior accountant and purchasing coordinator on the committee whose job 
description included ensuring compliance with the CCNA (Exhibit 6), not only failed to correct 
the committee’s failure to use the RFQ (and, thus, the CCNA) criteria, but she also personally 
failed to evaluate the proposals based on all four of the criteria that everyone else used. 
(Exhibit 5, pp. 5-6)  She admitted her position description holds her responsible for verifying 
and ensuring city adherence with applicable policies and laws, specifically including the 
CCNA.  However, she said she did not believe that she alone was responsible for ensuring 
compliance with the CCNA but did not have an opinion about who else was.  She told the OIG 
that she only evaluated the financial portions of the proposals, merely checking references and 
making sure the budget was available for a given project.  But she told committee members in 
an email that she reviewed and scored the “technical qualifications of all the vendors based on 
length of experience . . . .”  And there was no financial portion of the proposals to review or 
assign a score; the RFQ did not require respondents to submit financial information, such as 
audited financial statements or similar records, and there was no budget to review, since the 
purpose of the RFQ was to identify qualified firms for continuing contracts for future projects 
on an as-needed basis, not to assign firms to specific projects.9  We note that, for the 33 
respondents she evaluated, she gave 31 of them a score of 20.  She gave the remaining firms a 
0 and a 10. 

The city did not provide a complete record of individual evaluation scores.  Specifically, it only 
produced evidence reflecting that the Community Development Director and the CRA Director 
evaluated 26 of the 33 firms; that is, the city was missing scores from those evaluators for 
seven firms. (Exhibit 5, pp. 7-8) It did provide documents representing the calculated average 
scores of each proposal, which did not include any of the missing scores of the Community 
Development Director and the CRA Director for those seven firms, and the city did not award 
those firms any contracts. 

B.  The Committee Did Not Evaluate Firms Against the Nine Service Categories in the RFQ 

As described earlier, RFQ 16-004 contained nine different categories, one or more to which 
respondents were to propose providing services.  Specifically, respondents were to “specify the 
category or categories of their expertise for which they are submitting their Proposal and 
indicate same on the front of their Proposal for ease of evaluation by the City and CRA.  For 
each category, Proposers shall ensure that their team is capable of performing all of the 
services listed for each category.” 

9 She also informed the OIG that she attended the committee’s second public meeting, on September 27, 2016, by phone 
but had to leave early. She did not recall many details from that meeting. 
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The nine categories advertised in the RFQ were as follows: 

(1) Civil engineering, 
(2) Architectural and building services, 
(3) Utilities engineering, 
(4) Transportation planning and engineering, 
(5) Land and route surveying, 
(6) Geotechnical engineering, 
(7) Environmental engineering, 
(8) Landscape architecture, and 
(9) General consulting engineering. 

(Exhibit 1, pp. 4-5)  However, when reviewing email records from committee members, we 
found that the committee, without notifying respondents, reduced the number of categories 
from nine to five.  We also found that the committee’s evaluation process ignored the 
categories specified by respondents “on the front page of their Proposal,” because the 
committee ranked all 33 firms against each other, regardless of category indicated in the 
proposals, and then recommended awards based on the newly created five categories. 

The five categories the committee actually used, without notifying respondents, were: 

(1) Architects, including structural, MEP engineers; 
(2) Geotechnical engineering; 
(3) Municipal engineering, surveying, and planning; 
(4) Transportation and traffic engineering; and 
(5) Urban design and landscape architecture. 

(Exhibit 7) We determined that, during the evaluation committee’s September 27, 2016, 
meeting, Mr. Navarro suggested to the members that they reduce the number of categories 
from nine to five by merging some of the categories described in the RFQ and creating new 
ones.  Even though the respondents had specified in and for which categories they were 
interested and qualified,  he told the OIG that he believed reducing the categories was 
necessary because the committee could not easily group the 15 firms it had already selected 
into the nine categories described in the RFQ.  He also believed that reducing the number of 
categories would create competition within each category and highlight each firm’s “strong 
points.” 

C.  Mr. Navarro Recategorized Respondents After the Committee’s Final Meeting, Leading to 
Contract Awards that Disregarded the Categories that Respondents Applied for 

After the September 27, 2016, meeting, Mr. Navarro re-grouped the 15 firms from the five 
categories selected by the committee back to the nine categories described in the RFQ. 
(Exhibit 8)  According to him, no one instructed him to re-group the firms back into the 
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nine RFQ categories.  He stated that he had changed the number of categories back to the 
nine RFQ categories for consistency and suggested this was justified by saying that, even 
though the number of categories that the committee recommended was different from the 
number of categories the commission approved, the total number of selected firms 
remained constant at 15. 

But this ignored the negative consequences that resulted when Mr. Navarro failed to sort 
firms back into the service categories they applied for.  

For example, there was a discrepancy in the number of firms recommended by the 
committee and those approved by the commission for the transportation planning and 
engineering category. The committee recommended two respondents for awards in the 
transportation planning and engineering category once they switched to five categories.  
However, Mr. Navarro submitted, and the city commission awarded, six respondents to 
provide transportation planning and engineering services after Mr. Navarro switched back 
to using nine categories. 

Mr. Kaine, the department director responsible for this procurement, could not explain how 
the commission approved six firms for the transportation planning and engineering 
category, when the evaluation committee recommended two firms for that category.  
According to him, the recommendations submitted to the commission were a mistake, and 
the commission should only have approved the two firms the committee selected for the 
transportation planning and engineering category.  When Mr. Navarro was questioned 
about the additional four firms, he stated, “It could be a typo” and that one “could not be 
consistent when [one was] dealing with this number of aggregations.” 

A review of email records that the OIG obtained revealed that, when the matter was placed 
on the city commission agenda, the Finance Director voiced concerns to legal staff about 
various aspects of the procurement process, including the committee changing the number 
of categories. The emails also revealed that legal staff advised her and the committee that 
the categories awarded in the city resolution must mirror the categories specified in the 
RFQ.  The legal advice included, “For the rankings, if and when three or more respondents 
fit into a category, please put them in the category list and recommend the top firm in each . 
. . .”  (Exhibit 9) 

3.  Other Unjustified Irregularities in the Evaluation of Responses to the RFQ 

After identifying that the committee used criteria and categories that did not match those described 
in the solicitation and that the city ultimately awarded 15 respondents continuing contracts, the 
OIG set out to determine whether, nonetheless, the committee applied those criteria and 
recommended contract awards objectively. 

Our investigation determined that it did not. 
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The city provided summary documents10 that identified the numerical scores that each member of 
the committee assigned to each proposing firm along with an average of the scores, but the average 
did not include many scores.  (Exhibit 5 pp. 5-8)  The OIG took the average score documented by 
the committee and ranked respondents based on their scores in each of the nine service categories 
documented in the RFQ for which they requested consideration.11 The OIG determined which 
respondents the committee ranked the highest in each RFQ-established category and then 
compared those results against the list of respondents who received continuing contracts under this 
RFQ.  (Appendices A and B) 

We concluded that significant, unjustified irregularities occurred in this evaluation, other than 
those related to the city’s tortuous procurement evaluation process as described above. 

A.  The Committee’s Evaluation Process Became Subjective, With Rankings Disregarded 

The OIG found that there were several respondents that the committee ranked at or near the top 
of certain service categories to which the city commission did not award a contract. 
Conversely, the city did award contracts to some respondents that scored lower than those at 
the top. 

For example, Bermello Ajamil & Partners, Inc, CPZ Architects, Inc, and R.J. Heisenbottle 
Architects, P.A., all tied with the highest score in the architectural and building services 
category, but of those three firms, the committee only recommended CPZ Architects for a 
contract.  Walters-Zackria Architects ranked fifth in the same category, but the committee also 
recommended a contract for this firm.  The OIG identified 21 instances where respondents 
scored in the top three of a given category but did not receive recommendations for continuing 
contracts, yet others with lower scores did.  These instances involved nine respondents. 

The OIG reviewed all nine categories to determine whether the city awarded any of these nine 
respondents a contract in any category, regardless of where they ranked, and found that the city 
did not award any contracts to five of them.  For example, the committee scored Kimley-Horn 
the highest in all the five categories it sought but did not recommend it for award in any one of 
them.  Miller Legg also ranked in the top three within each of the five categories it applied for, 
but the committee did not recommend this firm for a contract, either. 

10 The OIG requested all supporting documents for the RFQ but only received two duplicates of the same group tally page 
that evaluation committee members used or produced at their meetings to record and tally their evaluation scores. (Exhibit 
5, pp. 7-8)  We sought the other two tally sheets less than two years after the committee’s final meeting.  To the extent that 
these records were public records that were required to be retained, we recommend to the city that it maintain all source 
documentation for the decisions that evaluation committees make during public meetings in compliance with Florida law. 
F.S. §§ 119.07, 286.011. 
11 The OIG only ranked respondents in the categories they requested to be considered in. For example, if a respondent only 
requested to be considered in the civil engineering and environmental engineering categories, then we only ranked them 
against other respondents who requested to be considered in those same categories. 
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Mr. Kaine acknowledged that the committee ranked Kimley-Horn and Associates, Inc., number 
one out of the 33 respondents but never recommended it for an award.  According to him, with 
an RFQ, the committee considers several factors when evaluating a proposal.  He contrasted 
the RFQ with a “hard bid” where a contract is awarded to the lowest bidder, saying that, when 
respondents’ scores were very close, the committee selected those it felt were a better fit for the 
city.  The OIG notes that many of the scores were not close.  For example, the OIG notes that, 
in the civil engineering category, Kimley-Horn scored 325 and did not receive an award for 
any continuing contracts, while EBS Engineering, Inc. scored 280 and did receive an award. 

Although no presentations were made to the committee, Mr. Kaine also stated that the 
committee chose respondents when they “like[d] their overall presentations better.” 

He stated that “some of the experiences that some of us may have had with Kimley-Horn were 
not so good so those are reasons sometimes that go into that.”  He stated that if someone did 
not have a good relationship or a good work experience with a firm, the experiences weighed 
into one’s assessment of the firm.  More interestingly, Mr. Kaine stated that “some of us” had 
negative experiences with Kimley-Horn but a review of his scores revealed that he gave 
Kimley-Horn the second highest score of all 33 respondents.  As such, he, along with his 
committee members, objectively found Kimley-Horn to have one of the best proposals of the 
33, yet they did not award that firm any contracts. 

The only person who described any bias against Kimley-Horn was Mr. Navarro.  As reported 
above, Mr. Navarro claimed that he did not participate in committee discussions because he did 
not want to influence the committee in any way.  He specified that he held pre-conceived, 
negative bias against Calvin Giordano & Associates, Inc., Craven Thompson & Associates, 
Inc., and Kimley-Horn, so he informed Mr. Kaine about his possible bias and for that reason 
refrained from participating in the selection process. 

When the OIG asked Mr. Navarro to explain why firms with the highest scores were not 
recommended for contract award, he said he did not know.12 He could not explain why, in the 
civil engineering services category, the committee selected EBS Engineering, Inc., which 
ranked twelfth, but overlooked Kimley-Horn, which ranked first.  He acknowledged that by 
awarding Kimley-Horn the highest overall score, the committee had assessed the firm’s 
proposal as a superior response.  He acknowledged that the scoring guide he provided the 
committee described a superior response as providing a “creative analysis and/or additional 
information that are valuable and beneficial to the city.”  Mr. Navarro said he was confused by 
the committee’s decision not to select Kimley-Horn, which the committee had scored the 

12At first, Mr. Navarro believed the committee did not rank proposals in each category. Instead, he believed that the 
committee ranked firms based on overall scores and then made selections into the various categories. According to him, 
ranking firms based on overall scores and selecting the firms yields a different outcome than ranking firms by category and 
then selecting the firms. Later, he acknowledged that, whether the ranking was done by overall score or by category, firms 
with the highest scores would still be top ranked. 
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highest in all of the categories for which the firm had requested consideration.  He first stated 
that he had a good working relationship with Kimley-Horn, but later he stated that he believed 
although Kimley-Horn claimed to have a large pool of resources with varied expertise, the firm 
did not provide “the right person for the right job” in his prior experiences with them.  He 
claimed he did not share this opinion with the committee. 

On the other hand, Mr. Navarro told the OIG that Caltran Engineering Group, Inc., and R.J. 
Behar & Company, Inc. were strong in the transportation planning and engineering sector.  He 
believed that his positive knowledge of and experience with the two firms did have a bearing 
on the committee’s decision to select the firms for the transportation planning and engineering 
category. 

After committee members scored and ranked the respondent firms, discussing and agreeing 
upon which firms were a better fit with the city regardless of rank was inappropriate, in part 
because the criteria upon which the respondents were ranked already included “the city or 
staff’s experience with the firm.” But more importantly, this practice rendered the scoring, 
tallying, and ranking effort moot and made the entire process vulnerable to subjectivity and 
undue influence. 

OIG Appendix A displays the committee scores arranged by the categories that respondents 
asked to be considered.  It also notes which respondents received recommendations for contract 
awards, by category, and reflects that some lower scored respondents received awards while 
higher scored respondents did not. OIG Appendix B displays this same information overall 
instead of by category, and clearly displays highly ranked respondents who did not receive 
recommendations for continuing contracts in any category. 

B.  Respondents Received Contracts for Work in Categories They Did Not Apply for 

Not surprisingly, the OIG identified that the committee recommended that contracts be 
awarded to two respondents in categories for which those respondents did not request to be 
considered.  Specifically, Mr. Navarro recommended Carnahan Proctor Cross to the city 
commission for award in the utilities engineering category, even though it did not request to be 
considered for that category.  Mr. Navarro’s recategorization also resulted in a contract award 
to Craven Thompson & Associates in the environmental engineering and transportation 
planning and engineering categories, when it never asked for consideration in those categories. 

A Craven Thompson & Associates vice president told the OIG that his firm did not have the 
resources to perform the type of work needed in those two categories and that, if the city 
attempted to assign them a project in either category, the firm would have to decline the work 
or sub-contract it out. 

As reported above, the city commission approved what Mr. Navarro forwarded as the committee’s 
recommendation to award contracts to 15 firms in nine categories.  Mr. Navarro acknowledged that, 
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based on the documents the commission reviewed, there was no reason to believe that any commission 
member knew that the committee had recommended firms grouped in five categories instead of nine.  
According to Mr. Kaine, it was a mistake for “the committee” to submit the nine categories to the 
commission; it should have presented the list based on the five new categories that it created.   
However, despite the mistake, he noted that the list of 15 selected firms did not change, and he said he 
believed that the submission was neither significant nor inappropriate. 

We concluded that the submission was both significant and inappropriate.  Without notifying 
respondents, the committee did not evaluate respondents against each other within the categories for 
which they applied.  Instead, the committee ranked the top 15 firms overall, using criteria it changed 
mid-stream, again without notifying respondents, in combination with consensus on which 
respondents provided a better fit.  Then, without notifying the respondents, it sorted them into five 
categories the committee decided to use instead of the nine categories published in the RFQ and for 
which the respondents applied.  Once the Finance Director raised concerns and a legal opinion was 
given, Mr. Navarro re-sorted the respondents into the original nine categories but without considering 
the categories for which they had applied or honoring the evaluation committee’s actual 
recommendations.  The city commission then approved what it received, which did not accurately 
reflect the committee’s evaluation and did not reflect the kind of work the firms were actually 
qualified to do. 

The Procurement Lacked Transparency 

Florida has very broad open government laws that serve to foster a culture of transparency, public 
trust, and confidence in government decisions.  Open government laws include the Sunshine law 
contained in chapter 286 of the Florida statutes.  Florida’s Sunshine law requires that meetings and 
certain other decision-making by governmental entities be open to the public, reasonably noticed to 
the public, and that agencies memorialize these public meetings by promptly producing minutes. 

The OIG found that, although the committee did post public notices of the two public meetings, its 
members failed to take minutes at either meeting, in violation of this law.  Such minutes would not 
only have helped ensure transparency in the committee process for the public generally and 
respondents specifically but also may have made it possible for the OIG to further explain the 
irregularities in the solicitation process. 

According to the City Clerk, who was deputy city clerk in 2016, committee members knew that one of 
them was supposed to take minutes during public meetings.  However, none of the committee 
members we interviewed seemed to know who was supposed to take minutes, and the city failed to 
produce any minutes of those meetings.  The City Clerk was not sure who was responsible for 
ensuring that committee members complied with public records laws.  He did not know whether the 
city had a policy on recording bid specification or procurement evaluation committee meetings as 
public meetings.  His office did not follow up with committees if they did not provide any records 
from their public meetings.  He said both that he was unaware of the law regarding minutes for 
evaluation committee meetings and that he considered tally sheets to be the record.  
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Florida Statutes also require that the notice of a public meeting advise that a record is required to 
appeal a decision made by the agency at such a meeting, as evidence upon which to base the appeal. 
The city’s public notices for both the public meetings in this matter did not contain language advising 
that a record is required to appeal.  (Exhibits 10 and 11) 

The City Clerk stated that his office inserted language in public meeting notices advising attendees 
that a record is required if a person decides to appeal any decision made at a public meeting, but only 
for notices of commission meetings.  He said it did not insert that language in public meeting notices 
of bid specification committees since, according to him, they were staff meetings and because the prior 
city clerk did not do so. 

Under no reading of the Sunshine law can tally sheets serve as a substitute for or obviate the 
requirement to take minutes of these public meetings, and the requirement to notice the need to make a 
verbatim record for appeals is mandatory. 

INTERVIEW SUMMARIES 

As a part of the investigation, OIG Special Agents conducted numerous interviews.  The statements 
made in significant interviews are summarized below. 

1. Interviews of Brad Kaine 

Mr. Kaine had been with the city since 2015.  He had over 15 years of experience overseeing 
various areas of public works.  His primary responsibility as the public services director was 
overseeing his department’s operations as well as engineering services. 

He was a member of the evaluation committee for RFQ 16-004.  Mr. Navarro appointed him to the 
committee, and it was Mr. Navarro who established the RFQ’s evaluation committee.  Mr. Kaine 
later stated that he was the one who established the committee. 

Mr. Navarro initiated the idea for the RFQ when he realized the need for a catalog of engineering 
consultants from various disciplines for future engineering projects.  This was the first time that the 
city conducted a solicitation for such consultants or conducted a solicitation in accordance with the 
CCNA. 

He was not as familiar with the CCNA solicitation process as Mr. Navarro.  Mr. Navarro had over 
30 years of engineering experience; that was the reason he wrote the RFQ’s specifications and 
scoring guidelines.  There was no committee involved in the development of the solicitation 
documents.  Mr. Navarro initiated the idea for the city to conduct a CCNA solicitation and Mr. 
Kaine, the city manager, and the city attorney all concurred.  Mr. Kaine’s only role in the 
solicitation was to serve on the evaluation committee. It was standard practice for the public 
services director to do so. 
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He did not know that anyone designated him as the solicitation’s point of contact, but the city 
probably had a protocol that required the department head to be a solicitation’s point of contact.  
Mr. Navarro had asked him to be the point of contact. 

He could not recall how or when Mr. Navarro asked him to be on the committee, nor could he 
recall when the evaluation committee first met.  He did, however, recall that in the first meeting the 
committee reviewed and tallied the evaluators’ individual scores. The committee only met twice, 
first to discuss and tally the scores and then to make recommendations for contract awards. 

Regarding whether the evaluation committee had received any instructions on its role and 
responsibilities, he had been on many different evaluation committees throughout his career and 
was very familiar with how to conduct evaluations.  He was familiar with what the committee 
should do and did not have any concerns or questions about the evaluation process.  If he had any 
questions, he would simply ask Mr. Navarro.  He had seen the city’s Bid and RFP Policy before 
but could not recall the details of the policy. 

The evaluation committee met, discussed its evaluations, tallied the scores, and made the decision 
to recommend contract awards to 15 firms in various categories.  It originally sorted the firms 
based on the categories in which respondents had asked for consideration and ranked them in those 
categories.  The committee process was fair because half of the firms the committee selected had 
never worked in Dania Beach.  All firms that bid did good work, and the committee awarded firms 
points through a fair process.  

The committee did not recommend continuing contracts for higher ranked firms, because “some 
firms were better fits than others.”  Regarding why the committee did not recommend two of the 
three firms despite the committee ranking them first in the architectural and building services 
category, the top four firms were “only three points apart.”  He could not recall whether the 
committee had any issues or concerns with the two top ranked firms that did not receive 
recommendations.  Since this was an RFQ, the committee chose from the firms that had close 
scores and made selections based on the firms’ abilities to perform.  The evaluation of RFQ 
proposals was a subjective process; there was no exact science to evaluating proposals.  That was 
why the committee recommended Chen Moore and Associates, which did not score high but was 
familiar to committee members.  The city was pleased with the good work Chen Moore had done 
for them previously, so they made the list.  The city was familiar with Kimley-Horn’s work as 
well, and even though they ranked number one in the same category, they did not make the final 
list.  There was a lot of discussion, and the committee decided not to award a contract to Kimley-
Horn.  The evaluators’ scores did not change after the discussions.  

Mr. Kaine chose firms with good references even though they had lower scores, because he 
considered a respondent’s previous projects as well.  When the scores were very close, “you are 
going to go with the ones you feel are going to give you the best service for the best value and are 
the right fit for your organization.”  The fact that the committee ranked a firm number one does not 
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mean it would “necessarily be better for you.” He could not recall whether the committee had 
documented the reasons it did not select Kimley-Horn in any category. 

2. Interview of Ronnie Navarro 

Mr. Navarro had been the city engineer since 2011.  About three or four years after he was hired, 
he was promoted to deputy director, a title that gave him “a semblance of having authority over 
operations.”  He reported to Mr. Kaine, the public services director. 

RFQ 16-004 was the first city CCNA solicitation in which Mr. Navarro participated.  He knew the 
CCNA stipulated criteria to use when procuring professional services valued at certain amounts, 
and the city complied with the CCNA during this solicitation.  When procuring professional 
services, after qualifying a number of consultants, the CCNA required him to solicit a quote from 
one consultant firm at a time. 

Mr. Kaine asked him to write RFQ 16-004’s scope of work.  Mr. Navarro submitted the draft RFQ 
document to Mr. Kaine, who distributed it to other departments for review and approval.  The 
document that the city released for solicitation was different from Mr. Navarro’s original RFQ 
draft, but he did not know whether a committee reviewed or edited it.  He did not receive input 
from any committee members when drafting it. 

Mr. Navarro’s role was to act like a secretary or advisor to the committee, but he did not 
participate in the committee’s discussions because he did not want to influence the committee 
members.  His role was confined to tabulating the committee’s scores.  He had certain biases 
because of his past experiences with some respondents.  He had certain opinions about Calvin 
Giordano & Associates, Inc., Craven Thompson & Associates, Inc., and Kimley-Horn.  He 
informed Mr. Kaine about his possible bias and refrained from participating in the selection 
process. 

He created a Microsoft Excel spreadsheet, which he e-mailed to the selection committee members 
to help them organize and evaluate the proposals.  When evaluating a proposal, an evaluator 
compared the respondent’s proposal to the requirements in the solicitation to determine whether 
the respondent was qualified.  However, he did not know whether the committee members referred 
to the criteria listed in the actual solicitation when they evaluated the proposals. 

During the public meeting on September 27, Mr. Navarro suggested reducing the number of 
categories from nine to five by merging some of the original categories together.  This was 
necessary because the committee could not easily group the 15 firms selected into the original nine 
categories.  Reducing the number of categories created competition within each category. 

He did not know why the committee qualified 15 out of the 33 respondents, and he could not 
explain why the committee did not distribute the firms evenly into the resulting five categories. 
The committee selected the 15 firms and recommended them based on the five categories it created 
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in the public meeting.  He then re-grouped those 15 firms into the original nine categories when he 
submitted the committee’s recommendations to the commission for approval.  Based on the 
documents submitted to the commission, there was no reason to believe the commission knew that 
the committee had recommended firms grouped in five categories instead of nine.  He stated that 
even though the committee recommended a number of categories that differed from the number of 
categories that the commission approved, the total number of selected firms remained constant 
at 15. 

The selection committee had selected only two firms in the transportation planning and 
engineering category but by the time the recommendations went to the commission, there were six 
firms recommended in that category.  The committee was not asking the commission “to award 
contracts to the six firms in that category.” Instead, the commission approval enabled the city “to 
solicit proposals from the six companies.”  Regarding his adding the four extra firms in the 
transportation planning and engineering category, “It could be a typo.”  One “could not be 
consistent when dealing with this number of aggregations.”  Similarly, regarding the issue of 
awarding contracts to firms that did not apply for certain categories, “It could have been an 
oversight” and, it was “a mistake again.” 

In his opinion, grouping the selected firms into the five categories that the committee 
recommended highlighted each firm’s strong points.  For example, Caltran Engineering Group, 
Inc., and R. J. Behar & Company, Inc. were strong in the transportation planning and engineering 
sector.  Based on Mr. Navarro’s knowledge and experience, the two firms had a lot of experience 
with Florida Department of Transportation projects.  His knowledge of and experience with the 
two firms had a bearing on the selection committee’s decision to select the firms for the 
transportation planning and engineering category, even though he was not a member of the 
committee.  Earlier, when he had expressed a desire to refrain from unduly influencing the 
committee because of his bias, he had been referring to “bias on the negative side.”  The document 
approved by the commission, with the selected firms grouped into nine categories, was the official 
record, even though the document did not group the selected firms as the committee recommended. 

The firms that the commission approved did not receive contract awards on a per category basis.  
After the city executes the contracts, it deals with the firms as individual entities, and not as part of 
a category.  Any “typographical administrative mistake in the categorization” would be apparent 
when the city selected firms for individual projects. The city would not award a project to a firm in 
a category if the firm was not qualified in such category.  Regarding his earlier statement that firms 
were qualified on a category basis, he was “getting mixed up.”  He affirmed that the committee 
selected firms for the categories if it deemed them qualified for such categories. 

He did not know why the committee selected firms ranked lower than firms with superior 
responses.  Had the committee ranked firms in each category before the selection of the 15 firms, it 
would have selected firms that ranked high in each category.  The selection committee did not rank 
proposals in each category. Instead, it ranked firms based on overall scores and then made 
selections into the various categories.  Ranking firms based on overall scores and selecting the 
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firms yields a different outcome than ranking firms by category and then selecting the firms.  
Whether the committee ranked the firms by overall score or by category, firms with the highest 
scores would still be top ranked. 

In both instances where the committee selected a firm even though it had not applied for the 
categories for which the committee recommended it, the committee overlooked the two highest 
ranked firms.  This was puzzling.  He was confused by the committee’s decision not to select 
Kimley-Horn, which the committee had scored the highest in all the categories for which the firm 
had requested consideration. 

Mr. Navarro had a good working relationship with Kimley-Horn, which worked on the city’s 
billion-dollar Dania Pointe project.  All selection committee members had worked with Kimley-
Horn on the Dania Pointe project.  The CRA also engaged Kimley-Horn to create its master plan. 
Although Kimley-Horn claimed to have a large pool of resources with varied expertise, it did not 
provide “the right person for the right job.”  He did not share this opinion with the selection 
committee. 

He was not very familiar with the city’s Bid and RFP Policy.  He had seen the policy but had not 
received any training on it. 

3. Interview of Tania Stevens 

Ms. Stevens began her employment with the city in 2003 as an accountant and payroll coordinator.  
She became the senior accountant and purchasing coordinator in 2011.  Since then, she has taken a 
few procurement classes through the National Institute of Government Purchasing, but none of 
those classes dealt with the CCNA.  She was a member of the National Institute of Government 
Purchasing’s local chapter for a number of years. She also served as the secretary of the chapter’s 
cooperative committee for less than a year, but when asked what the function of the cooperative 
committee was, she responded that she did not have an answer for that.  According to her, the 
National Institute of Government Purchasing is a good resource for public purchasing information 
and networking with purchasing professionals.  She has met a number of people from various 
entities that she can call upon when she needs to, and she has often done so.  Additionally, she was 
a member of the Government Finance Officers Association.  She was aware that the Government 
Finance Officers Association offered purchasing classes, but she did not attend any. 

Ms. Stevens was also a member of the evaluation committee for RFQ 16-004, although she did not 
evaluate the proposals based on all four of the criteria that everyone else used.  She only evaluated 
the financial portions of the proposals, that is, she merely checked references and made sure the 
budget was available for a given project.  She attended the committee’s second public meeting, on 
September 27, 2016, by phone but had to leave early.  She did not recall many details from that 
meeting, including the reason the bid review committee created the five new service categories, 
how those service categories went from nine to five, or who initiated that discussion.  There was a 
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discrepancy in the number of firms recommended by the committee and those approved by the 
commission for the transportation planning and engineering category. 

As stated in her position description, her duties included “verifying and ensuring adherence to and 
compliance with city policies and procedures and applicable State or Federal regulations (such as 
CCNA).”   Regarding whether she was responsible for ensuring that the bid review committee of 
the 2016 RFQ complied with the CCNA, her position description stated that she was responsible, 
but she was not the main person responsible.  She was not sure she agreed with the insinuation that 
she was the only person responsible for oversight of CCNA procurements in the city. 

She had not participated in many CCNA solicitations.  If she had any questions, the Finance 
Director and city attorney answered them for her.  She ensured compliance with the city’s policies 
and procedures, as well as applicable state and federal regulations, such as the CCNA, to the best 
of her abilities.  She did not want to guess or express an opinion on whether someone else was 
responsible for ensuring compliance with the statute or say anything that she was not sure of. 

The city clerk’s office was responsible for maintaining records of public meetings.  She was not 
sure who created the record of public meetings since the city clerk’s staff did not attend them.  The 
solicitation’s project manager was responsible for keeping records of them. 

4. Interview of the City’s Community Development Director 

The city hired the Community Development Director in 2013.  His responsibilities included 
overseeing parking, code, and zoning enforcement; as well as administering the city’s building and 
planning operations and community development block grant projects.    

He lacked experience in public purchasing, and he was not qualified to answer any procurement 
questions.  He did not know whether his department had conducted any solicitations for services 
since he became the director.  He conducted a solicitation for planning consulting services about a 
year after he joined the city. 

He did not recall anything at all about the solicitation for RFQ 16-004.  He participated in one or 
two selection committee meetings for it, but, since it was not his department’s procurement, he did 
not remember much about it.  The public services department managed the solicitation and chose 
the selection committee members.  The committee met in the northwest conference room on the 
ground floor at city hall.  Mr. Kaine, Mr. Navarro, and Ms. Stevens attended the meeting.  He did 
not know the meeting’s agenda, nor did he recall anything else about it. 

The Community Development Director’s core responsibilities did not include procurement of 
consulting services.  If someone offered to teach him how to procure consulting services, he would 
not learn it.  In previous jobs, he procured services worth millions of dollars without having to 
learn the entities’ solicitation procedures.  He did not need to know a city’s solicitation process, 
just as he did not need to know how to inspect a building, even though he oversaw the building 
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department.  For fifteen to twenty years, he had a good job, despite lacking procurement 
knowledge.  He neither knew nor needed to know the city’s procurement procedures.  He knew 
neither the city’s Bid and RFP Policy nor its Purchasing Policy.  Although a director was expected 
to know city policies, he rarely conducted solicitations for his department, so he was not expected 
to know.  He could always get assistance from the finance or public services departments when his 
department needed to procure anything. 

He did not recall anything that the selection committee discussed during the public meeting, 
including anything about the vendors or how the committee was going to rank proposals.  Seeing a 
copy of the score sheet did not jog his memory at all.  He did not recall the number of proposals he 
reviewed and scored, nor the number of firms the committee qualified.  He did not see a list of the 
15 firms submitted to the city commission for approval.  He did not review the commission agenda 
documents, nor did he know to which firms the commission ultimately awarded contracts.  He did 
not remember anything about RFQ 16-004, except hearing that the OIG was reviewing the 
solicitation. 

He did not think he knew what the CCNA was, and he was not aware that RFQ 16-004 was a 
CCNA solicitation. 

5. Interviews of the City’s Finance Director 

The Finance Director joined the city in 2003.  She became the director around late 2014 or 2015 
and currently holds that same position.  She has a bachelor’s degree in accounting and a State of 
Virginia Certified Public Accountant license, and she acquired her public purchasing experience in 
Dania Beach. 

Ms. Stevens works under the Finance Director and is responsible for processing accounts payable 
batches, reviewing administration of contracts, and ensuring compliance with the city’s Purchasing 
Policy. 

The city has two policies governing solicitations; the Purchasing Policy adopted in 2003 and the 
Bid and RFP Policy adopted in 2007.  The city revised the Purchasing Policy in 2010.  It specifies 
who should be on the bid specifications committee.  Both the Purchasing and the Bid and RFP 
policies direct the department director or city manager to appoint the committee.  Neither policy 
specifies individual members’ duties on the committee. 

City policies are available on the city’s website and departmental directors are “encouraged and 
asked to review” them. The Finance Director could not recall whether the city required the 
directors to document when they have read city policies.  There is no defined procedure for 
ensuring that a new employee has read the Purchasing and Bid and RFP policies.  The finance 
department does not offer procurement policy training to new employees. 
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The Bid and RFP Policy is a guideline for the departments that are conducting solicitations. 
Although a former finance director with city manager approval developed the policy, the finance 
department neither enforces compliance with the policy nor seeks to verify that employees perform 
the steps outlined in the policy in every solicitation.  The finance department encourages city 
departments to comply with purchasing policies, and every city employee is responsible for 
enforcing compliance with city policies.  The Finance Director did not know if a bid specifications 
committee approved the specifications for RFQ 16-004. If she discovered that the team conducting 
the RFQ missed a step required by statute or policy and she thought that would be damaging to the 
solicitation process, then she would inform the city manager and city attorney. 

Once the city manager or commission approved a solicitation, the department developed a draft of 
the RFP or RFQ document and then submitted it to the legal department for review before the 
solicitation is issued.  The department did not notify the finance department prior to seeking 
approval for the solicitation.  After drafting the specifications for the solicitation, the department’s 
director formed a “bid specifications committee.”  The city used the terms bid specifications 
committee, bid review committee and selection committee interchangeably but the city’s policies 
only mention the bid specifications committee.  The Finance Director designated one of her 
subordinates, usually Ms. Stevens, to serve on the committee. 

The director of the department conducting the solicitation determined what duties the finance 
department designee should perform on the bid specifications committee.  If the department was 
purchasing services with a financial component, the finance department designee had a larger role 
than if the solicitation was for non-financial services or commodities.  As far as the Finance 
Director knew, her designee reviewed and monitored the financial aspects of the solicitation, 
ensured that technical specifications complied with budgetary requirements, and ensured that 
purchases did not exceed budget allocations.  The finance designee ensured that the budget 
allowed for the intended purchases, evaluated each respondent’s financial ability, and verified that 
each respondent was solvent. 

At the end of a solicitation process, the responsible department director was required to prepare a 
draft resolution for commission consideration.  The award recommendation was attached to the 
draft resolution and sent to the Finance Director, city attorney, and city manager for review before 
it was submitted to the commission.  When the Finance Director received the draft resolution and 
recommendation, she consulted with Ms. Stevens to verify that the stated information was correct, 
for example, confirming the date the bid was issued, whether the committee met, and the identity 
of the selected vendors. 

The finance department reviewed bids from a financial perspective only.  City departments issued 
many solicitations in which the finance department lacked the technical expertise to participate 
fully as an evaluator. 

She emailed the city attorney with questions about the solicitation in October 2016, because she 
noticed that the service categories created by the bid review committee during the September 27, 
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2016, public meeting did not match the service categories described in the solicitation documents, 
and they “were not in sync with the draft resolution.”  They were important questions, but she 
could not recall the city attorney’s responses.  Although she sought legal counsel, and even though 
she could not recall the discussions with counsel, it was not in her “nature to just put something 
through” if she did not think that someone adequately answered her questions.  She did not feel 
comfortable editing the draft resolution for this solicitation because of the complexity of the 
CCNA; therefore, she sought advice from counsel.  The fact that she approved the draft resolution 
and moved it along in the approval workflow meant that she had received satisfactory answers to 
her questions. 

The Finance Director is familiar with the CCNA; however, she did not know whether the public 
services department had complied with the statute during RFQ 16-004.  The city could seek 
outside procurement assistance and recommended seeking outside procurement assistance to any 
department that needed it.  Had the finance department become aware that the public services 
department was conducting a CCNA solicitation earlier, the Finance Director could have 
recommended seeking outside assistance.  She did not know whether the public services 
department sought legal counsel during the preparation of the solicitation.  She would absolutely 
seek an outside expert for the next CCNA solicitation. 

6. Interview of the City Clerk 

The City Clerk was Dania Beach’s deputy city clerk for six years before becoming the city clerk in 
April 2018.  He became a certified municipal clerk in 2006.  The deputy city clerk was responsible 
for all legal advertising including newspaper notices of ordinance changes and posting notices of 
public meetings, while the city clerk was responsible for posting solicitations. 

The city clerk’s office received solicitations for posting from the city attorney’s office. It was the 
last office to review solicitation documents before his office posted them online.  Before posting 
solicitation documents, the City Clerk reviewed the documents, correcting any grammatical, 
spelling, and formatting errors.  After posting the solicitation documents, the City Clerk prepared 
the bid tabulation sheet for the bid opening meeting and when the bid closed, he reviewed 
submittals, verifying that vendors submitted all required information and documents.  The City 
Clerk knew that the city was revising the Purchasing Policy and the Bid and RFP Policy, but he 
could not say what was in them.  He did not know whether the city had any document that 
described the responsibilities of the city clerk’s office regarding competitive solicitations. 

The City Clerk stated that by the time his office received the solicitation document from the city 
attorney’s office, the document “had worked its way through whatever processes” the city 
required.  He assumed that everybody required to approve the documents, approved them, and in 
his opinion, the documents would not have reached the city clerk’s office if they were not ready for 
posting.  If there was an issue with the solicitation documents, he contacted the city attorney’s 
office, and the city attorney’s office worked with the soliciting department to resolve the issue. 
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His office only attended one solicitation meeting, which was the bid opening meeting that it 
conducted.  The City Clerk did not attend bid specification committee meetings, although he was 
responsible for posting notices of those meetings.  He did not know why his office did not attend 
bid review public meetings. Bid specification committee members knew that one of them was 
supposed to take minutes during public meetings.  He was not sure who was supposed to inform 
them of that fact.  He was not sure who was responsible for ensuring that bid specification 
committee members complied with public records laws.  He assumed that city staff knew what 
they needed to do because they had been conducting public meetings for a long time. 

Regarding how the city clerk obtained records of bid specification committee meetings, his office 
was supposed to get any tabulation sheet produced or decision made at a public meeting. 
Sometimes, a bid specification committee met several times and only produced a tabulation sheet 
during the final meeting. 

He considered tally sheets a record of the public meeting, just as a bid tabulation sheet and a sign-
in sheet could be considered minutes of a bid opening meeting.  He advised that if a bid 
specification committee did not submit any document about a public meeting, the city clerk’s 
office did not follow up.  “We really are at their mercy, what they submit to us.”  He did not know 
whether the law supported his view that tally sheets were sufficient for maintaining public records 
or what the law was on official minutes, as these were not meetings of elected officials. 

The City Clerk was not aware of any city policy or guideline directing staff to provide his office 
with public meeting minutes or other records after every public meeting.  He had only been city 
clerk for about two weeks, and there were “a lot of things I wish I had asked [the previous clerk] 
and I didn't.”  The city had forms for staff to fill out before disposing of public records.  City 
employees were free to take any training classes on records offered through Florida International 
University or Florida Atlantic University.  He received his public records training as part of the 
certified municipal clerk training. 

His office inserted language in public meeting notices advising attendees that a record is required 
if a person decides to appeal any decision made at a public meeting, but only for notices of public 
meetings by the governing body.  His office did not insert that language in public meeting notices 
of bid specification committees since they were staff meetings.  His predecessor had been a city 
clerk for 14 years, and if something needed to be in a bid specification committee public meeting 
notice, such as the statutory language, she would have included it. 

The City Clerk, Ms. Stevens, and someone from the public services department attended the bid 
opening meeting for RFQ 16-004.  He could not recall who else attended. Staff from the finance 
department and the soliciting department had to attend bid opening meetings.  He was not aware 
that city policy required all members of a bid specification committee to attend. 
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BROWARD OFFICE OF THE INSPECTOR GENERAL 
FINAL REPORT RE: MISCONDUCT IN THE CITY OF DANIA BEACH’S 

PROCUREMENT OF VARIOUS ENGINEERING SERVICES 

RESPONSES TO THE PRELIMINARY REPORT AND OIG COMMENT 

In accordance with Section 10.01(D)(2)(a) of the Charter of Broward County, preliminary copies of 
this report were provided to the municipality and to any officials, employees, and providers implicated 
in the report for their discretionary written responses.  The OIG received a response from the city, 
which is attached and incorporated herein as Appendix C. We appreciate receiving the response. 

Response of the City 

In its response, the city “accepts responsibility for the errors and omissions of City staff, in the 
failure to adhere to City purchasing and procurement policies.”  Acknowledging that “had the 
[then-existing] policies been followed, the issues pertaining to the [CCNA] would in all likehood 
not have occurred,” as of April 23, 2019, the city approved and issued revisions of the two policies 
at issue here and further committed to “thoroughly” train and re-train relevant staff on their use and 
implementation.  And, on behalf of the city, the new city manager wrote that “those persons who 
haven assigned solicitation duties and responsibilities will be held accountable for full compliance” 
with policies and procedures. 

By the close of 2019, the city intends to hire its first Procurement Manager, after which time it will 
develop and issue a new RFQ under the CCNA for engineering, architectural and other CCNA 
services. Significantly, it committed to issue such an RFQ by April 1, 2020, and to enter contracts 
“to replace the existing continuing contracts issued under the prior RFQ process” by July of 2020. 

CONCLUSIONS AND RECOMMENDATIONS 

The OIG has concluded its investigation into the city’s procurement of various engineering and 
similar professional services in its RFQ 16-004 and substantiated that city staff disregarded the 
city’s own procurement policies and procurement best practices and engaged in misconduct when 
they violated the CCNA and the Sunshine law. We also learned that the city spent $2,726,952.18 
on various engineering and other professional services in the five years preceding this RFQ, which 
witnesses told us was the first time the city conducted a procurement under the CCNA. Since then, 
the city spent $798,995.65 on such services. 

Specifically, we found that the city, through the acts and omissions of staff members identified in 
this report: 

• Failed to engage the evaluation committee in preparing the selection standards and RFQ in 
advance; 

• Articulated nine service categories in the RFQ but then, without notifying respondents, 
failed to use them in the evaluation process; 
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BROWARD OFFICE OF THE INSPECTOR GENERAL 
FINAL REPORT RE: MISCONDUCT IN THE CITY OF DANIA BEACH’S 

PROCUREMENT OF VARIOUS ENGINEERING SERVICES 

• Articulated selection criteria in the RFQ that met the CCNA but then, without notifying 
respondents, failed to use them in the evaluation process; 

• Did not ensure that all members of the evaluation committee scored all respondents on all 
the same criteria; 

• Recommended and awarded contracts to several lower-ranked respondents over higher-
ranked respondents; 

• Regrouped respondents after the committee’s final meeting and before the city commission 
approved any contracts; 

• Awarded contracts to two respondents for work they did not apply for; 

• Failed to properly notice either procurement evaluation meeting; and 

• Failed to record and produce minutes of those two meetings. 

A most disturbing aspect of this procurement was that evaluation committee members, after 
scoring and ranking respondents, discussed and decided which firms should receive contracts based 
on whether they were a better fit for the city.  This was in disregard for the committee’s efforts to 
score, tally, and rank respondents and rendered the process subjective and vulnerable to favoritism 
and abuse. 

We recognize that city management takes these concerns and findings seriously and that it has 
undertaken and committed to considerable measures to correct the deficiencies that we identify 
here.  For example, on April 23, 2019, it issued a new “Procurement Policy 2019”13 and a new 
“Bid and Solicitations Policy 2019” to replace the Purchasing Manual and the Bid and RFP Policy 
at issue in this report.  The latter document now prohibits communication regarding any solicitation 
after the city has advertised it, also called a cone of silence. For committees established to evaluate 
responses to RFQs, it specifies that an approved form listing evaluation committee members be 
filed with the city clerk; that the finance department representative limit his or her involvement to 
budgetary and financial advice; that the committee define evaluation criteria and applicable scoring 
and weighting; that the committee design and use a solicitation evaluation form; that the committee 
prepare a summary tabulation of responses, including applicable scoring and ranking; that the 
committee file all original committee documents with the city clerk; and that the city clerk provide 
the city manager with a list of the committee documents on file. 

We are especially heartened by the city’s promise to issue a new RFQ for services under the 
CCNA by April 2020 and to enter into resulting contracts by July 2020. 

13 This new document was also titled, “City of Dania Beach Procurement Manual 2019.” 
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BROWARD OFFICE OF THE INSPECTOR GENERAL 
FINAL REPORT RE: MISCONDUCT IN THE CITY OF DANIA BEACH’S 

PROCUREMENT OF VARIOUS ENGINEERING SERVICES 

While we laud these efforts, we also recommend that the city update the new policies to fully 
address our most serious findings: 

• Require that all members of a committee evaluate proposals using the same standards and 
the same criteria; 

• Require that committee members use the selection criteria articulated in the RFQ to 
evaluate proposals in a transparent and fair manner; 

• Describe the process to follow should staff need to modify selection criteria after bids are 
opened; 

• Describe the process to follow for when an impairment, bias, or conflict of interest arises in 
the purchasing process; and 

• Describe the process to follow to inform the city commission of any significant deviations 
from the solicitation process or documents prior to voting on award. 

An improved process, including correction of the concerns identified throughout this report, will 
help ensure the city complies with the law and bring objectivity and transparency to its 
procurements.  But, as the city acknowledged in its response, its Bid and RFP Policy and 
Purchasing Policy, as they existed in 2016, would have likely been sufficient to ensure compliance 
with the law, had staff taken the time to learn them and follow them.  It appears that management 
fully recognizes that the city’s improved processes will be of no use unless it directs and trains staff 
to follow them and then holds those responsible to account for them. 

Because of its pervasive application to local government procurement of engineering and other 
professional services, we once again urge all local governments here in Broward County to take 
special note of the CCNA’s requirements and to counsel those responsible for the procurement of such 
professional services on the benefits of following and the hazards of failing to follow the CCNA. 
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CITY OF DANIA BEACH, FLORIDA 

REQUEST FOR QUALIFICATIONS (“RFQ”) 
FOR 

ARCHITECTURAL, SURVEYING, LANDSCAPE 
ARCHITECTURE AND ENGINEERING CONSULTING 

SERVICES 

City RFQ No.: 16-004 

Prepared by: 
City of Dania Beach, Florida 

100 West Dania Beach Boulevard 
Dania Beach, Florida 33004 

June, 2016 
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OVERVIEW 

By way of this Request for Qualifications (the “RFQ”), the City of Dania Beach (“City”) and 
the City of Dania Beach Community Redevelopment Agency (“CRA”) are soliciting 
Statements of Qualifications from interested parties, firms or both for the provision of the 
services described in this RFQ. Through a Request for Qualification process described in this 
document, persons and firms interested in assisting the City or CRA with the provision of such 
services must prepare and submit a qualifications packet in accordance with the procedure and 
schedule in this RFQ. The City and CRA will review submittals only from those persons and 
firms that submit a Request for Qualifications packet which includes all the information 
required to be included as described in the RFQ (in the sole judgment of the City and CRA). 

The City and CRA intend to qualify and retain one or more consultants under separate 
continuing services agreements for the services described in the RFQ. No minimum amount of 
such professional services or compensation will be assured to any of the persons or firms so 
retained, and the City and CRA shall not be prevented in any manner from retaining other firms 
in their sole discretion to perform any such work. 

As provided in Section 287.055, Florida Statutes, the selected consultants(s) will be retained 
under a continuing contract and shall be required to provide services on an on-going, as-needed 
basis, on various projects and assignments. Consultant(s) may perform work for various 
departments of the City including, but not limited to, Public Works, Parks and Recreation, 
Building, and Planning & Zoning. The scope of services include, but are not limited to, 
providing general engineering and architectural services for miscellaneous planning, design and 
construction management projects, such as, but not limited to, buildings, facilities, parks, 
roadways, drainage, structural, bridge, electrical, mechanical, traffic engineering, civil/site 
planning, water and sewer, environmental assessments and engineering, permitting, land use 
and zoning, architectural design and space planning, construction management, and project 
management. The City and CRA may also require the selected consultants to perform 
construction engineering inspections (CEI), threshold inspections, plans review and landscape 
architecture services. 

In order to be considered, persons, consulting firms or team joint ventures must demonstrate 
specific experience and capabilities in all related areas described above and be particularly 
familiar with the design criteria and standards used within each discipline area and, in 
particular, the practices of the State of Florida Department of Transportation, Broward County 
Public Works Department, Broward County Department of Environmental Resources 
Management and Broward County Water and Sewer Department, the State of Florida 
Department of Health, the State of Florida Department of Environmental Protection and the 
South Florida Water Management District as well as applicable building codes. Consultants 
should also be familiar with the standards, practices, requirements and applicable ordinances of 
the City of Dania Beach. 
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INSTRUCTIONS TO RESPONDENTS 

1. GENERAL: The following instructions are given as guidance to Respondents in 
properly preparing their Responses to this Request for Qualifications (“RFQ”) for 
Architectural, Surveying, Landscape Architecture and Engineering Consultant Services to 
be provided to the City of Dania Beach, Florida (the “City”). These services may also be 
provided to the City of Dania Beach Community Redevelopment Agency (“CRA”). 

The contract(s) to be awarded under this RFQ will be for continuing services with 
no time limitation but with a termination clause. 

2. SCOPE OF SERVICES: In accordance with Florida State Statute 287.055, known as 
the “Consultants’ Competitive Negotiation Act” (the “CCNA”), the purpose of this 
solicitation is to establish a list of consultants for each category listed below to be used on 
an as-needed basis, to provide prompt and efficient professional services required by the 
City or CRA on a project by project basis. The various services within a category may 
include but not be limited to designs, studies, cost estimating, and construction 
management. 

Florida law requires the City and CRA to make a determination of a respondent’s 
qualifications to perform the Services prior to engagement. The information used in this 
RFQ will be used by the City and CRA to make this determination. The City and CRA 
intend to execute an agreement with selected Consultants for providing on-call services. 
The Consultants will provide these Services on a non-exclusive basis. The City and CRA 
do not guarantee that any or all of the Services identified in this RFQ will be assigned to 
the Consultants during the term of their Agreement. The Continuing Contract will enable 
the Consultant to perform work of a specified nature as outlined in the Contract. 

Upon review of the qualifications by a City review committee, firms will be evaluated 
and ranked. The evaluation committee may short list and rank firms per category and 
may interview the firms for final rankings and recommendations for award of contracts 
by the City Commission.  Proposers may be short listed in more than one category. 

While pursuing this RFQ process, the City and CRA reserve the right to award contracts 
to Proposers that will best serve the interests of the City and CRA and Responses 
considered by the City or CRA to be the most qualified. 

The City and CRA reserve the right to accept or reject any or all Responses, based upon 
their deliberations and opinions. In making such determinations, the City and CRA 
reserve the right to investigate the financial capability, integrity, experience and quality 
of performance of each Respondent, including officers, principals, senior management 
and supervisors as well as the staff identified in the Response. 

The City and CRA also reserve the right to waive minor variations or irregularities in the 
Responses. 
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The following categories are intended to provide an overview of the types of projects that 
may be contemplated by the City and CRA in the future. Proposers shall specify the 
category or categories of their expertise for which they are submitting their Proposal and 
indicate same on the front of their Proposal for ease of evaluation by the City and CRA. 
For each category, Proposers shall ensure that their team is capable of performing all of 
the services listed for each category. Proposers can expect to provide services including, 
but not limited to the tasks identified below, for both the City and CRA even when the 
CRA is not specified in the below description: 

GENERAL CATEGORIES 

Civil Engineering – Engineering or project management services as requested on public 
works projects including, but not limited to, sanitary sewer, storm sewer, water mains, 
street paving, sidewalks, bridges, drainage projects, and building repairs; preparation of 
plans and specifications for construction projects varying in complexity, for a portion or 
the entire project. Services may include preliminary plans and cost estimates, necessary 
field work, drafting, design, surveying, bid assistance, construction inspection, and 
project management. 

Architectural and Building Services – Services may include but will not be limited to, 
new sites and facilities, studies, renovations or upgrades to existing facilities; the 
following specialties are required but are not limited to: mechanical, electrical, plumbing, 
structural and architectural engineering, waterproofing and building envelope and 
building environmental specialists. 

Utilities Engineering - To prepare and develop planning documents, feasibility studies, 
preliminary design, detailed engineering, engineering and technical reports, facility 
upgrades and modifications, construction documents, permitting, utility management and 
operation assistance, hydraulic modeling, water and wastewater rate studies, financial and 
revenue analyses, short and long term capital improvement plans, and other professional 
services that may be deemed necessary relating to the City’s water and sewer utility 
systems. 

Transportation Planning and Engineering - Services may include traffic and 
transportation studies, traffic impact studies, parking studies, comprehensive 
transportation planning, traffic signal and other traffic/transportation related studies and 
transportation engineering design services that may be necessary. 

Land and Route Surveying - Professional surveying services such as American Land 
Title Association (“ALTA”) and American Congress of Surveying and Mapping 
(“ACSM”) land title, Letter of Map Amendment (“LOMA”), boundary and topographic 
surveys, road stakeout, construction layout and as-built, subsurface utility surveying, 
preparation of plat and subdivision documents and other surveying related services. 
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Geotechnical Engineering - Geotechnical engineering to provide professional services 
for a variety of projects on an as-needed basis. The selected firm or firms will be asked to 
provide professional geotechnical engineering services on a project-by-project basis. 

Environmental Engineering - The Consulting Engineer shall provide environmental 
studies and analyses, environmental compliance support, due diligence environmental 
studies such as Phase 1, Phase II, wetland permitting and biological evaluations, and 
technical services relating to environmental engineering in support of the City’s Public 
Services Department.  

Landscape Architecture - The Consultant shall provide landscape architectural services 
and technical services relating to landscape and beautification in support of the City’s 
Public Services Department and other Departments.  

General Consulting Engineering - The Consulting Engineer shall provide planning, 
engineering, environmental studies and analyses, project feasibility studies, preliminary 
and detailed engineering design, procurement assistance, general construction oversight, 
construction engineering and inspections, construction management, contract 
management and administration, grants, State of Florida Revolving Fund (“SRF”) loan 
compliance services, environmental compliance support, due diligence and technical 
services, design peer reviews as required and any and all other relevant services required 
by the City in support of the City’s operations, including but not limited to utilities 
operation consultation to the Public Services Department. In addition, the Consulting 
Engineer shall have the expertise to provide support for the City’s Capital Improvement 
Projects and utilities operations on an as needed basis. The project manager (“PM”) shall 
be a Florida professional engineer with design, procurement, construction management, 
and inspection experience, shall be a Florida Department of Environment Protection 
Agency (“FDEP”) qualified stormwater management inspector and must have experience 
to manage SRF projects with municipalities in South Florida. Any proposal that does 
not meet these mandatory experience requirements for the PM will be considered 
non-responsive as to that PM service. 

The Proposers must be licensed to perform all nature of services within a category and 
have extensive municipal experience in South Florida. They will be expected to provide 
some or all of the following services: 

a) Design, engineering, budget and construction cost estimating services, bidding 
assistance, permitting and contract administration services during construction, 
which may or may not include on-site representation during construction. 

b) Provide for scopes of services in a timely manner and work within budgets. 

c) Effectively practice sound financial business practices and fiscal responsibility. 

3. SUBMISSION DEADLINE AND RESPONSE OPENING: All Responses must be 
received by the City Clerk’s Office of the City Hall of the City of Dania Beach, Florida, 
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located at 100 West Dania Beach Boulevard, Dania Beach, Florida 33004 no later than 
10:00 a.m., on Friday, July 15, 2016. The list of Respondents will be opened and read 
aloud at 10:30 a.m., on that same day in the Northwest Conference Room at the above-
stated location. Faxed or electronic Responses will not be accepted under any 
circumstances. 

3.1 One (1) original and four (4) copies of the Response and one (1) in digital format 
must be submitted. All Responses must be submitted to the City in a sealed envelope and 
clearly marked in the lower left hand corner “Architectural, Surveying, Landscape 
Architecture and Engineering Consultant Services”, City RFQ 16-004. 

4. POSTPONEMENT AND EXTENSION OF DATE FOR SUBMITTING 
RESPONSES: The City and CRA reserve the right to postpone and extend the date for 
the receipt of Responses, and will give ample notice of any such postponement and 
extension to each known prospective Respondent. 

5. SUBMITTAL REQUIREMENTS: Multiple Responses from one firm are not 
acceptable and will result in rejection by the City and CRA of Responses from that firm. 

5.1 The Respondent shall, as a minimum, include the following information with the 
Submittal of its Response: 

5.1.1. Business Structure: 

1. Provide description of the general capabilities of the Respondent, 
including information relating to the total size and staffing, 
professional staff, resources, and clerical support. 

2. Provide résumés of all key personnel who may be assigned to perform 
the requested services. 

5.1.2 Relevant Experience: 

1. Provide a list of five (5) similar contracts for services within the last 
five (5) years provided to other municipalities in South Florida, 
together with current contact names and telephone numbers with each 
municipality; contact persons must be able to speak about the 
performance of the Respondent. The form for the submission of the 
information is attached as Exhibit “A” and is made a part of and is 
incorporated into this RFQ by this reference. 

5.1.3 Insurance Coverage: 

Respondents who or which are responding to the RFQ MUST comply 
with all of the insurance requirements specified in Section 11.5 
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(“Insurance Requirements”) of the RFQ Documents and the Agreement 
upon award to the successful Respondent. 

5.2 Litigation: Provide a listing of all lawsuits or proceedings involving the 
Respondent within the past ten (10) years, including case names and numbers, 
courts, nature of the actions and disposition or status of each case. 

5.3 A copy of all licenses, certificates of competency or other documentation required 
by federal, state or local laws, statutes or regulations required to perform the 
services described in the RFQ that demonstrate the Respondent’s ability and 
competency to perform the services. 

5.4 A statement that the Respondent is an equal opportunity employer and that it does 
not and will not discriminate against any person, employee or applicant for 
employment on account of age, race, creed, religion, color, sex, sexual 
orientation, disability, national origin, marital status, or political affiliation. 

All Responses must be signed by a representative who is authorized to contractually bind 
the Respondent.  

6. MINIMUM QUALIFICATION REQUIREMENTS: In order for a Proposal to be 
considered by the City and CRA, Proposers shall demonstrate in their Proposals 
compliance with the following minimum requirements: 

6.1 Proposers must be currently certified, licensed and authorized to work in the State 
of Florida to perform Architectural, Surveying, Landscape Architecture and 
Engineering Consultant Services; 

6.2 Experience working with government agencies in South Florida within each 
category; 

6.3 Currently insured and meeting City insurance requirements with insurance 
certificates provided that state the name of the Proposer, current street address of 
the business and the type of work for which a Business Tax Receipt is issued as 
well as all additional insurance requirements, including required endorsements. 

6.4 The City and CRA shall not consider Responses that fail to demonstrate 
compliance with the above requirements. The selected Consultant(s) shall 
maintain and keep in force insurance throughout the life of the Contract, and all 
renewals and extensions, if any, pertaining or related to the requirements specified 
in this Section. Failure of the Consultant to comply with these requirements will 
be sufficient grounds for the City, the CRA or both, to declare the Contract in 
default and subject the Contract to possible termination by the City, the CRA or 
both. 
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7. SELECTION: The City and CRA will consider Respondents that are responsive and 
responsible by providing accurate information as delineated (see Section 5, “Submittal 
Requirements”, in this RFQ). 

7.1 Each Respondent must submit a Response detailing its qualifications and relevant 
experience in providing the requested services. 

7.2 Respondents must complete and submit with the RFQ the Public Entity Crimes 
Form signed by principals of the firm and dated prior to the opening of the 
Responses. A copy of the form is attached as Exhibit “B”, which is made a part 
of and is incorporated into the Request for Qualifications by this reference. 

7.3 Respondents must complete and submit the Non-Collusion Affidavit signed by 
principals of the firm and dated prior to the opening of the Responses. A copy of 
the form is attached as Exhibit “C”, which is made a part of and is incorporated 
into the Request for Qualifications by this reference. 

8. EVALUATION CRITERIA AND PROCEDURES: All submitted Responses will be 
evaluated based on the information provided in the Responses to this RFQ. Evaluation 
criteria shall be applied in compliance with Section 287.055, Florida Statutes, and will 
include, but not be limited to the ability of professional personnel; whether a firm is a 
certified minority business enterprise; past performance; willingness to meet time and 
budget requirements; location; recent, current, and projected workloads of the firms; and 
the volume of work previously awarded to each firm by the City, the CRA or both.  

The City and CRA may select for interview a short list of no less than three (3) and no 
more than five (5) Respondents (for each category of services) which Respondents are 
deemed to be the most highly qualified from those firms submitting Responses to this 
RFQ. 

8.1 The City and CRA reserve the right to accept or reject any or all Responses, or 
parts of any Response, to waive any informalities, technicalities or irregularities, 
to re-advertise the RFQ, to request further Responses or clarifications, or take any 
similar actions that may be deemed to be in the best interests of the City. The 
City and CRA reserve the right to negotiate continuing contracts with more than 
one Respondent in response to the RFQ. 

9. INTERPRETATIONS: Any interpretations, clarifications or additional information not 
disclosed in this RFQ and determined to be necessary by the City or CRA in response to 
Respondent’s questions will be issued by means of addendum or addenda, which 
addendum or addenda will be posted to the City website, www.daniabeachfl.gov, and to 
Demand Star, www.demandstar.com, for all interested persons identified by the City as 
having received the RFQ. The Respondent is required to check the site to see if there has 
been any addendum or addenda posted regarding this RFQ. Only questions answered and 
information supplied by means of such addendum or addenda will be considered as 
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binding. Oral interpretations, clarifications or other information will have no legal and 
binding effect.  

9.1 All questions requiring clarification or interpretation of the RFQ Documents shall 
be made in writing and shall be delivered to the City and CRA (and their 
respective Consultants, if applicable) at least ten (10) business days prior to the 
date and time for the receipt of Responses. No questions shall be answered 
during the five (5) business days prior to the date and time for the receipt of 
responses. 

9.2 Questions regarding and of the RFQ Documents, Instructions to Respondents, Bid 
Security Bond, Respondent's Qualifications’ Statement, Non-Collusion Affidavit, 
and Agreement between City and Respondent shall be directed to Brad Kaine, 
Director, City of Dania Beach Public Services Department at (954) 924-6808, 
Ext. 3740. Any modification or interpretation of the RFQ documents lies within 
the sole and exclusive judgment of the City or its Consultant and the CRA, if so 
authorized by City and CRA, and shall be made in writing in the form of an 
Addendum or Addenda to all those who or which are recorded by the City and the 
CRA, as having obtained a complete set of the RFQ Documents.  

9.3 Interpretations or modifications of the RFQ Documents made in any manner other 
than an Addendum or Addenda issued by the City and the CRA shall not be 
binding.  

9.4 A Respondent, prior to submitting its Response, shall ascertain in writing that it 
has received any Addendum or all Addenda issued for the services. 

9.5 Costs for those matters not questioned and not addressed in an Addendum or 
Addenda shall be the responsibility of the Respondent, and Respondent shall be 
responsible to include such costs in the RFQ. 

10. PUBLIC RECORDS:  

If selected, the following will apply: 

10.1 Respondent agrees to keep and maintain public records in Respondent’s 
possession or control in connection with Respondent’s performance under the 
Agreement. Respondent additionally agrees to comply specifically with the 
provisions of Section 119.0701, Florida Statutes. Respondent shall ensure that 
public records that are exempt or confidential and exempt from public records 
disclosure requirements are not disclosed, except as authorized by law, for the 
duration of the Agreement, and following completion of the Agreement until the 
records are transferred to the City. 

10.2 Upon request from the City custodian of public records, Respondent shall provide 
the City with a copy of the requested records or allow the records to be inspected 
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or copied within a reasonable time at a cost that does not exceed the cost provided 
by Chapter 119, Florida Statutes, or as otherwise provided by law. 

10.3 Unless otherwise provided by law, any and all records, including but not limited 
to reports, surveys, and other data and documents provided or created in 
connection with the Agreement are and shall remain the property of the City. 

10.4 Upon completion of the Agreement or in the event of termination by either party, 
any and all public records relating to the Agreement in the possession of the 
Respondent shall be delivered by the Respondent to the City Manager, at no cost 
to the City, within seven (7) days. All such records stored electronically by 
Respondent shall be delivered to the City in a format that is compatible with the 
City’s information technology systems. Once the public records have been 
delivered upon completion or termination of the Agreement, the Respondent shall 
destroy any and all duplicate public records that are exempt or confidential and 
exempt from public records disclosure requirements. 

10.5 Any compensation due to Respondent shall be withheld until all records are 
received as provided in this RFQ.  

10.6 Respondent’s failure or refusal to comply with the provisions of this section shall 
result in the immediate termination of the Agreement by the City. 

10.7 Section 119.0701(2)(a), Florida Statutes 

IF THE RESPONDENT HAS QUESTIONS REGARDING THE 
APPLICATION OF CHAPTER 119, FLORIDA STATUTES, TO THE 
RESPONDENT’S DUTY TO PROVIDE PUBLIC RECORDS 
RELATING TO THE CONTRACT, THE RESPONDENT MUST 
CONTACT THE CITY CUSTODIAN OF PUBLIC RECORDS. 

Custodian of Records: LOUISE STILSON, CITY CLERK 

Mailing Address: 100 W. Dania Beach Boulevard 
Dania Beach, Florida 33004 

Telephone number: 954-924-9800, Ext. 3623 

Email:  lstilson@ci.dania-beach.fl.us 
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11. INSURANCE COVERAGE: The Respondent shall not commence Work under the 
Agreement until Respondent has obtained all insurance required under this paragraph, 
and not until such time that the coverages are approved by the Risk Manager of the City. 
The Respondent shall not allow any employee of Respondent or any Subcontractor to 
commence Work on any subcontract until the Subcontractor and all Coverages required 
of any Subcontractor have been obtained and approved by the Risk Manager of the City. 
In addition, Respondent shall be responsible for any and all policy deductibles and self-
insured retentions. 

The following are requirements that must be met regarding the Respondent’s 
delivery of Certificates of Insurance for all coverages required in the Agreement 
and Bid Documents: 

11.1 “Preliminary” certificate means that certificates of insurance verifying all 
general insurance requirements (as noted below) must be included with your 
Responses submittal on the date and time of the opening of Responses.  

If the “preliminary” certificates are not included with your submittal, then the 
City has the right to consider the submitted response as non-responsive on the 
date and time of the response opening. “Preliminary” Certificates may be issued 
without documentation of all “Special Provisions”. However, Respondents must 
understand that all provisions, including “Special Provisions” noted below, are 
expected to be fully documented on or attached to the “Official” Certificates of 
Insurance as described below. 

11.2 “Official” Certificates of Insurance must be delivered to the City Clerk’s 
office and Risk Manager of the City. If the “Official” certificates are not 
delivered before or on the fourteenth (14th) Business Day after the issuance 
by the City of the “Notice of Selected Respondent”, then the City has the 
right to consider the awarded Agreement to the successful Respondent as 
void and to negotiate a contract with the next best qualified Respondent. 
“Special Provisions”, as referenced below under each type of insurance 
requirement shall be fully confirmed on or attached to the “Official” 
certificates. 

11.3 All Certificates of Insurance must clearly identify the contract to which they 
pertain, including a brief description of the subject matter of the contract. 
The certificates shall contain a provision that coverage afforded under the policies 
will not be canceled until at least thirty (30) days’ prior written notice has been 
given to City. If this coverage is not provided, then Respondent is responsible for 
such notice to City. Insurance policies for required coverages shall be issued by 
companies authorized to do business under the laws of the State of Florida and 
any such companies’ financial ratings must be no less than A-VII in the latest 
edition of the “BEST’S KEY RATING GUIDE”, published by A.M. Best Guide. 
In the event that the insurance carrier’s rating shall drop, the insurance carrier 
shall immediately notify the City in writing. 
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11.4 Coverages shall be in force until all Work required to be performed under the 
terms of the Agreement, including any applicable warranty period, is satisfactorily 
completed as evidenced by the formal written acceptance by the City. In the 
event insurance certificates provided to City indicate that the insurance shall 
terminate and lapse during the period of the Agreement, including any applicable 
warranty period, then in that event, the Respondent 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 coverages for the balance of 
the period of the Agreement, including any extension of it, and including any 
applicable warranty period, is in effect. THE RESPONDENT AND ANY 
APPROVED SUBCONTRACTOR SHALL NOT PERFORM OR 
CONTINUE WORK PURSUANT TO THE AGREEMENT, UNLESS ALL 
COVERAGES REMAIN IN FULL FORCE AND EFFECT. ANY DELAY 
IN THE WORK CAUSED BY A LAPSE IN COVERAGE SHALL BE NON-
EXCUSABLE, SHALL NOT BE GROUNDS FOR A TIME EXTENSION, 
AND WILL BE SUBJECT TO ANY OTHER APPLICABLE PROVISIONS 
DESCRIBED IN THE AGREEMENT OR ELSEWHERE IN THE RFQ 
DOCUMENTS CONCERNING DELAY. 

INSURANCE REQUIREMENTS 

11.5 The Respondent shall secure and maintain throughout the duration of this RFQ 
and agreement, if selected, insurance of such types and in such amounts not less 
than those specified below as satisfactory to City and CRA, naming the City and 
CRA as Additional Insureds, underwritten by a firm rated A-X or better by A.M. 
Best and qualified to do business in the State of Florida. The insurance coverage 
shall be primary insurance with respect to the City and CRA, their officials, 
employees, agents and volunteers naming the City and CRA as additional 
insureds. Any insurance maintained by the City and CRA shall be in excess of the 
Respondent’s insurance and shall not contribute to the Respondent’s insurance. 
The insurance coverages shall include at a minimum the amounts set forth in this 
section and may be increased by the Respondent as it deems necessary or prudent. 

Commercial General Liability coverage with limits of liability of not less than a 
$1,000,000 per Occurrence combined single limit for Bodily Injury and Property 
Damage. This Liability Insurance shall also include Completed Operations and 
Product Liability coverages and eliminate the exclusion with respect to property 
under the care, custody and control of Respondent. The General Aggregate 
Liability limit and the Products/Completed Operations Liability Aggregate limit 
shall be in the amount of $2,000,000 each. 

Workers’ Compensation and Employer’s Liability insurance, to apply for all 
employees for statutory limits as required by applicable state and federal laws. 
The policy(ies) must include Employer’s Liability with minimum limits of 
$1,000,000.00 each accident. No employee, subcontractor or agent of the 
Respondent shall be allowed to provide Services pursuant to this RFQ who is not 
covered by Worker’s Compensation insurance.  
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Business Automobile Liability with minimum limits of $1,000,000 per 
Occurrence, combined single limit for Bodily Injury and Property Damage. 
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 Service Office, and must include Owned, Hired, and Non-
Owned Vehicles. 

Professional Liability Insurance in an amount of not less than One Million Dollars 
($1,000,000.00) per occurrence, single limit. 

Coverage shall apply for a minimum of three years following completion of the 
project.  

The above are minimum requirements for jobs up to $100,000. For Jobs over 
$100,000, the following increased limits are required: 

 General Liability:  $2,000,000 Per Occurrence/$4,000,000 Aggregate 

 Automobile Liability:  $2,000,000 

 Professional Liability:  $3,000,000 Per Occurrence 

12. RESPONSE PROTEST PROCEDURE: 

12.1 Upon notification by the City or CRA that a Respondent is deemed non-
responsive, non-responsible or both, the Respondent that is deemed non-
responsive, non-responsible or both, may file a protest by close of business on the 
third business day after notification (excluding the day of notification) or any 
right to protest is forfeited. 

12.2 After a Notice of Intent to Award a contract is posted, any actual or prospective 
Respondent claiming to be aggrieved in connection with the pending award of the 
Contract or any element of the process leading to the award of the Contract may 
protest to the City Manager. A protest must be filed by 5:00 PM on the third (3rd) 
Business Day after posting of the Notice of Award (excluding the day that the 
Notice is posted) or any right to protest is waived. The protest must be in writing, 
must identify the name and address of the protester, and must include a factual 
summary of, and the basis for, the protest. Filing shall be considered complete 
when the protest and a Respondent Protest Bond are timely received by the City 
Manager’s Office. 

12.3 A Respondent Protest Bond shall accompany the written protest, to compensate 
City for the expenses of administering the protest. If the protest is decided in the 
protester's favor, the entire deposit shall be returned to the protester. If the protest 
is not decided in the protester's favor, the deposit shall be retained by the City. 
The deposit shall be in the form of a cashier's check, and shall be in the amount of 
five thousand ($5,000.00) dollars. 
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12.4 Protest Committee: The Protest Committee, comprised of Colin Donnelly, 
Assistant City Manager, Marc LaFerrier, Director of Community Development 
and Ronnie Navarro, City Engineer, shall have the authority to review, settle, and 
resolve all Response protests. 

12.5 If the Protest Committee determines that the pending award of a contract or any 
element of the process leading to the award involved a significant violation of 
law, applicable rule or regulation, all steps necessary and proper to correct the 
violation shall be taken. If the Committee determines that the protest has merit, 
the City Manager shall direct that all appropriate steps be taken to remedy it.    

12.6 In the event of a timely protest, the City Manager shall stay the award of the 
Contract unless, after consulting with the City Attorney and a representative from 
the City’s Department for which the services are being obtained, the City 
Manager determines, in his sole discretion, that the award of the contract without 
delay is necessary to protect the substantial interests of the City. The continuation 
of the RFQ award process under these circumstances shall not preempt or 
otherwise affect the protest. 

13. NEGOTIATIONS 

Fees will be negotiated with the most qualified firms, as provided by Sec. 287.055 (5), Florida 
Statutes., as part of the continuing contract. 

END OF RFQ 
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EXHIBIT “A” 

REFERENCE LIST 

FIVE (5) MUNICIPALITIES FOR WHICH ENGINEERING FIRM PERFORMED 
SIMILAR SERVICES IN SOUTH FLORIDA WITHIN THE PAST FIVE (5) YEARS 

The following is a list of at least five (5) references from municipalities for which 
Respondent provided similar services to those sought in this RFQ in the past five (5) years: 

1. Name of Entity for which services were performed: 
Brief Description of Scope of Services: ________________________________________ 
Amount of Contract Award: 
Status of Contract: 
Contact Name: 
Telephone Number: 

2. Name of Entity for which services were performed: 
Brief Description of Scope of Services: ________________________________________ 
Amount of Contract Award: 
Status of Contract: 
Contact Name: 
Telephone Number: 

3. Name of Entity for which services were performed: 
Brief Description of Scope of Services: ________________________________________ 
Amount of Contract Award: 
Status of Contract: 
Contact Name: 
Telephone Number: 

4. Name of Entity for which services were performed: 
Brief Description of Scope of Services: ________________________________________ 
Amount of Contract Award: 
Status of Contract: 
Contact Name: 
Telephone Number: 

5. Name of Entity for which services were performed: 
Brief Description of Scope of Services: ________________________________________ 
Amount of Contract Award: 
Status of Contract: 
Contact Name: 
Telephone Number: 
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EXHIBIT “B” 

CITY OF DANIA BEACH, FLORIDA 
SWORN STATEMENT UNDER §287.133(3)(A), FLORIDA STATUTES 

PUBLIC ENTITY CRIMES 

(This form must be signed in the presence of a Notary Public or other officer authorized to 
administer oaths.) 

1. This sworn statement is submitted with Request for Qualifications, City RFQ No.: 16-004 

2. This sworn statement is submitted by: 
(PRINT Name of entity submitting sworn statement) 

its business address is: 

Federal Identification Number 
(FEIN) is: 

(if applicable) 

Social Security Number: 
(if the entity has no FEIN, include the Social Security Number of the individual signing this sworn 
statement) 

3. My name is: 
(PRINT Name of individual signing this document) 

and my relationship to the entity is: 
(President, General Partner, etc. as applicable) 

4. I understand that a "public entity crime" as defined in §287.133(1)(g), Florida Statutes 
means a violation of any state or federal law by a person with respect to and directly 
related to the transaction of business with any public entity or with an agency or political 
subdivision of any other state or with the United States, including, but not limited to, any 
bid or contract for goods or services to be provided to any public entity or an agency or 
political subdivision of any other state or of the United States and involving antitrust, 
fraud, theft, bribery, collusion, racketeering, conspiracy, or material misrepresentation. 

5. I understand that to be "convicted" or "conviction" as defined in §287.133(1)(b), Florida 
Statutes, means a finding of guilt and conviction of a public entity crime, with or without 
an adjudication of guilt, in any federal or state trial court of record relating to charges 
brought by indictment or information after July 1, 1989, as a result of a jury verdict, non-
jury trial, or entry of a plea of guilty or nolo contendere (also known as a plea of “No 
Contest”). 
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6. I understand that an "affiliate" as defined in §287.133(1)(a), Florida Statutes means: 

(a) A predecessor or successor of a person or a corporation convicted of a public 
entity crime; or 

(b) An entity under the control of any natural person who is active in the management 
of the entity and which has been convicted of a public entity crime. The term 
"affiliate" includes those officers, directors, executives, partners, shareholders, 
employees, members, and agents who are active in the management of an 
affiliate. The ownership by one person of shares constituting a controlling 
interest in another person, or a pooling of equipment or income among persons 
when not for fair market value under an arm's length agreement, shall be a prima-
facie case that one person controls another person. A person who knowingly 
enters into a joint venture with a person who has been convicted of a public entity 
crime in Florida during the preceding 36 months shall be considered an affiliate. 

7. I understand that a "person" as defined in §287.133(1)(e), Florida Statutes, means any 
natural person or entity organized under the laws of any state or of the United States with 
the legal power to enter into a binding contract and which bids or applies to bid on 
contracts for the provision of goods or services let by a public entity, or which otherwise 
transacts or applies to transact business with a public entity. The term "person" includes 
those officers, directors, executives, partners, shareholders, employees, members, and 
agents who are active in management of an entity. 

8. Based on information and belief, the statement that I have marked below is true in 
relation to the entity submitting this sworn statement. (Please indicate which statement 
applies) 

1. ______ Neither the entity submitting the sworn statement, nor any officers, directors, 
executives, partners, shareholders, employees, members or agents who are active in 
management of the entity nor any affiliate of the entity have been charged with and 
convicted of a public entity crime subsequent to July 1, 1989. 

2. _____ The entity submitting this sworn statement, or one or more of the officers, 
directors, executives, partners, shareholders, employees, members or agents who are 
active in management of the entity or an affiliate of the entity has been charged with 
and convicted of a public entity crime subsequent to July 1, 1989 and (Please now 
indicate which additional statement below applies): 

A. _______ There has been a proceeding concerning the conviction before a 
hearing officer of the State of Florida, Division of Administrative Hearings. The 
final order entered by the hearing officer did not place the person or affiliate on 
the convicted vendor list.  (Please attach a copy of the final order) 
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B. _______ The person or affiliate was placed on the convicted list. There has 
been a subsequent proceeding before a hearing officer of the State of Florida, 
Division of Administrative Hearings. The final order entered by the hearing 
officer determined that it was in the public interest to remove the person or 
affiliate from the convicted vendor list.  (Please attach a copy of the final order) 

C. _______ The person or affiliate has not been placed on the convicted vendor 
list. (Please describe any action taken by or pending with the Florida Department 
of General Services) 

Signature (of person whose Printed Name Date 
first appears above) 

STATE OF FLORIDA ) 
COUNTY OF BROWARD ) 

Sworn to and subscribed before me on _____________, 2016, by ____________________, 

who (check one) [ ] is personally known to me or [ ] has produced _______________________, as 

identification. 

NOTARY PUBLIC 

PRINT Name of Notary Public 

My commission expires: 
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EXHIBIT “C” 

NON-COLLUSION AFFIDAVIT 

The undersigned Respondent has not divulged, discussed or compared his/her/its Response with 
any other Respondent, and has not colluded with any other Respondent or party to this Request 
for Qualifications whatsoever. 

Signature of Respondent 

PRINT Name of Respondent 

Title 

, 2016 
Date 

STATE OF FLORIDA ) 
COUNTY OF ___________ ) 

Sworn to and subscribed before me on __________, 2016, by ____________________, 

who (check one) [ ] is personally known to me or [ ] has produced _____________________, as 

identification. 

NOTARY PUBLIC 

PRINT Name of Notary Public 
My commission expires: 
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CITY OF DANIA BEACH, FLORIDA 

ADDENDUM #1 

REQUEST FOR QUALIFICATIONS (“RFQ”) 
ARCHITECTURAL, SURVEYING, 

LANDSCAPE ARCHITECTURE, AND 
ENGINEERING CONSULTING SERVICES 

RFQ No.: 16-004 

June 24, 2016 



 

 
 

 
 

 
 

  
 

          
    

         
  

        
 

    

        
        
   

   
 

  

  
  

        
 

            
          

  

          
       
 

City of Dania Beach 

RFQ #16-004 
Architectural, Surveying, Landscape Architecture, 

and Engineering Consulting Services 

Addendum #1 

Is the City looking for submittals to include teams that can provide all services listed in the RFQ 
or can a team submit for individual categories? Yes for both 

If a firm is submitting for multiple categories, is the City expecting five references for each 
category or just a total of five? Total of five 

Is a USB flash drive an acceptable means of submitting the digital version of a firm’s submittal? 
Yes 

Can we submit just for one discipline? Just for Civil Engineering Services. Yes 

If we submit for the architecture and building services, do we submit with our MEP and 
structural engineers or only our architecture firm? For the references, is it only our references or 
our engineers as well? Yes, you need to submit resumes of your Architects, MEP, and Structural 
Engineers in addition to the qualification of your firm. References would mean professional 
references about your firm. 

Are there any page limits? No limits on pages 

Regarding 5.1.2 Relevant Experience, should Exhibit A be filled out by the Prime only or also by 
subconsultants? Prime and subs 

Should licensing be provided from the Prime firm only or also from sub-consultants? Prime and 
subs 

Are we allowed to have separate project experience lists for each category that we are submitting 
for? Or do we have to have a single project experience list for our submittal? Yes, separate 
project experience for each category is preferred. 

Are we allowed to have separate project managers for each category? Or have a single project 
manager for our submittal? Yes, you are allowed to have separate project managers for each 
category. 



 

 

 

   

 

 

 
  

 
 

  
 

 
 
 

CITY OF DANIA BEACH, FLORIDA 

ADDENDUM #2 

REQUEST FOR QUALIFICATIONS (“RFQ”) 
ARCHITECTURAL, SURVEYING, 

LANDSCAPE ARCHITECTURE, AND 
ENGINEERING CONSULTING SERVICES 

RFQ No.: 16-004 

July 6, 2016 



 

 
 

 
 

 
 

  
 

 
 

  
 
 
 

      
           

  
 

       
      

         
      

  
 

          
     

   
     

      
      

        
    

       
 

 
          

       
          

           
           

     
   

City of Dania Beach 

RFQ #16-004 
Architectural, Surveying, Landscape Architecture, 

and Engineering Consulting Services 

Addendum #2 

Primary point of contact is Brad Kaine, Director of Public Services. 

Secondary point of contact is Ronnie S. Navarro, P.E. Deputy Director/City Engineer. 

Do the PM requirements listed under the General Consulting Engineering Category apply to all 
of the general categories? It seems that these criteria may not directly apply to all of the 
categories but I did not see where there was specific criteria for PMs otherwise? Yes, it applies 

If so, does the statement regarding the requirement to have experience to manage SRF projects 
with municipalities mean that the PM must demonstrate past experience directly managing SRF 
projects or is it sufficient for a PM to show that they have other broad experience that would 
demonstrate that they are capable of managing SRF projects, even if they do not have that 
specific experience? Yes 

The language under the General Consulting Engineering category on Page 5 of the RFQ 
documents states that: “The project manager (“PM”) shall be a Florida professional engineer 
with design, procurement, construction management, and inspection experience, shall be a 
Florida Department of Environment Protection Agency (“FDEP”) qualified stormwater 
management inspector and must have experience to manage SRF projects with municipalities in 
South Florida. Any proposal that does not meet these mandatory experience requirements for the 
PM will be considered non-responsive as to that PM service.” Please confirm whether these 
project manager requirements apply to project managers listed for the General Consulting 
Engineering category only or project managers for all categories. For General Consulting 
Services only. 

Can you please clarify for the above mentioned RFQ is you are looking for a team which 
includes all of the categories listed in the solicitation or if you are looking for solicitations for 
each separately? For example, would an architecture firm submit just for Architectural and 
Building Services or would we need to submit as a prime and include subs for all of the other 
listed categories as well? And, if submitting for just Architecture and Building Services are 
correct that we would need to have an MEP consultant along with waterproofing and building 
envelope and building environmental specialists? This was previously responded to from another 



    
 

 
        

      
     

     
          

   
 

     
     

   
     

         
       

 
 

        
     

    
 

 
   

        
 

       
      

  
 

    
  

      
     

      
 

 
  

 

firm. Prime and sub-consultants qualifications would be required; references applies only to the 
prime. 

Can you please clarify if this RFQ includes architectural services? I see it lists Architectural and 
Building Services but in the description of that category it only mentions architectural 
engineering and also on the reference form it asks for “FIVE (5) MUNICIPALITIES FOR 
WHICH ENGINEERING FIRM PERFORMED SIMILAR SERVICES IN SOUTH FLORIDA 
WITHIN THE PAST FIVE (5) YEARS” both of which make it seem that you may not be 
seeking architects but rather just engineers. This applies to all categories mentioned in the RFQ. 

We understand that one can submit for individual categories and that each General Category 
does not have to be addressed, therefore teams are not necessary. However, the Architectural and 
Building Services category includes mechanical, electrical, plumbing, structural and architectural 
engineering, waterproofing and building envelope and building environmental specialists. Is it 
your expectation that a firm submitting for this category, will provide a team capable of 
performing all of these services? This was previously responded to from another firm. Prime and 
sub consultants qualifications would be required; references applies only to the prime. 

If all of those disciplines are to be addressed, would the Exhibit A Reference List be required for 
all of those subconsultants, in addition to the prime? This was previously responded to from 
another firm. Prime and sub-consultants qualifications would be required; references apply only 
to the prime. 

Section 8: Evaluation Criteria and Procedures – identifies a number of evaluation factors the City 
will take into consideration of each interested vendor. Can the City clarify whether firms are 
expected to submit information on “volume of work previously awarded to each firm by the City, 
the CRA or both”? Or will the City conduct this analysis? If Vendors are requested to provide 
this information can the City provide a timeframe, such as past 5 years? City will provide this 
analysis. Past 5 years’ experience (minimum). 

In regards to Page 9, Item 9.4 of the RFQ, Craven Thompson & Associates has received 
Addendum No. 1. Do we need to acknowledge Addendums in our submittal? Yes. 
Can you please clarify if Exhibit A “Reference List” is required from consultants? In Addendum 
1, the answer to the fifth questions states that professional references are only for our firm but 
then in the seventh question it is stated that it is required. Reference applies only to the primary 
Firm. 

Does reference of $100,000 refer to the entire project or the fee? Project Cost. 





 

 

 

 

 

 
        

        

        

        

 

 
        

      

      

      

 
        

      

      

 
        

      

From: Stevens, Tania 
To: Satterfield, Nicki 
Subject: RE: RFP Architectural, Surveying, Landscape Architecture And Engineering Consulting Services – City Bid No. 16-

004 
Date: Monday, October 03, 2016 1:59:37 PM 
Attachments: image001.jpg 

Hi Nicki, 

The Selection Committee met on two occasions to review the thirty-three (33) proposals that were 
submitted in response to RFQ No. 16-004 – Architectural Surveying, Landscape Architecture and 
Engineering Consultant Services. 

Bid Review Committee 

Brad Kaine, Public Services Director 
Ronnie Navarro, Deputy Public Services Director/City Engineer 
Tania Stevens, Senior Accountant/Purchasing Coordinator (by phone) 
Rachel Bach, CRA Executive Director 
Marc LaFerrier, Community Development Director 

Bid Process 

On September 16th, the Selection Committee met at 9:00 a.m. to discuss the how we would 
independently evaluate the submittals in comparison to the following selection criteria: 

· Technical Qualifications of the Firm 
· Technical Experience with Similar Projects 
· Key Staff – Personnel Expertise 
· City’s and/or Staff’s Experience with the Firm 

On September 27th, the Selection Committee convened at 10:30 a.m. to rank the proposals for RFQ 
No. 16-004. After an extensive evaluation process, the Selection Committee short-listed to a pool of 
fifteen (15) well qualified consultants: 

· Architects including Structural, MEP Engineers 
1. CPZ Architects 
2. Cartaya & Associates Architects P.A. 
3. Walters – Zackria Architects 

· Geotechnical Engineering 
4. Tierra South Florida, Inc. 
5. Terracon Consultants, Inc. 

· Municipal Engineering, Surveying, and Planning 
6. Public Utility Management and Planning Services 

mailto:/O=CITY OF DANIA BEACH/OU=FIRST ADMINISTRATIVE GROUP/CN=RECIPIENTS/CN=TSTEVENS
mailto:/O=CITY OF DANIA BEACH/OU=First Administrative Group/cn=Recipients/cn=nsatterfield



      

      

      

   

   

 
        

   

   

 
        

   

   

 

 

 

 
 

 

 

 

7. Carnahan Proctor Cross 
8. Calvin, Giordano & Associates 
9. Craven Thompson & Associates 
10. Chen Moore & Associates 
11. EBS Engineering, Inc. 

· Transportation and Traffic Engineering 
12. Caltran Engineering Group 
13. R.J. Behar & Company 

· Urban Design and Landscape Architecture 
14. EDSA, Inc. 
15. Metric Engineering, Inc. 

Recommendation 

After much discussion, all present agreed to recommend that the City Commission adopt a 
resolution authorizing the City Manager to enter in to agreements with any or all of the 15 short-
listed firms. 

The meeting was adjourned at 1:00 p.m. 

Please email or call if you have any questions. 

Thanks, 

Tania Stevens 
Senior Accountant 
City of Dania Beach 
954-924-6800 X3671 
tstevens@daniabeachfl.gov 

From: Satterfield, Nicki 
Sent: Monday, October 03, 2016 1:21 PM 
To: Stevens, Tania <tstevens@daniabeachfl.gov> 
Subject: FW: RFP Architectural, Surveying, Landscape Architecture And Engineering Consulting 
Services – City Bid No. 16-004 

Hi Tania, 

Can you please tell me when the bid review committee met (date/time) on this and what the 
outcome was? 

From: Navarro, Ronnie 
Sent: Monday, October 03, 2016 9:58 AM 
To: Satterfield, Nicki; Segal, Adam 
Cc: Kaine, Brad; Segal, Adam; Stevens, Tania; Bach, Rachel; LaFerrier, Marc 

mailto:tstevens@daniabeachfl.gov
mailto:tstevens@daniabeachfl.gov


 

 

 

 

 
 

 

 
  

 

 

Subject: RFP Architectural, Surveying, Landscape Architecture And Engineering Consulting Services – 
City Bid No. 16-004 

Hi Nicki, 

For your review and/or edits. 

Thank you 

Ronnie S. Navarro, PE 
Deputy Director | City Engineer 

Public Services Department | City of Dania Beach 
1201 Stirling Road |  Dania Beach FL 33004 
Office 954-924-6808 ext 3615 | Fax 954-923-1109 
rnavarro@daniabeachfl.gov 

Please note:  Florida has a very broad public records law. Most written communications to or from City Officials regarding City business 
are public records available to the public and media upon request. Your e-mail communications may therefore be subject to public 
disclosure 

http://www.daniabeachfl.gov/
http://www.daniabeachfl.gov/
http://www.daniabeachfl.gov/
http://www.daniabeachfl.gov/
mailto:rnavarro@daniabeachfl.gov
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. 1 1 Prior Policy 
Bid and RFP Policy .Re,dnd5' N/A 

~. ~~~~~~~~~~. I~~~~~~ 

Purpose/ Scope 

The purpose of th is document is to establish gu idelines that the City of Dania Beach will use during the bid and 
request for proposals' process. This includes, but is not limited to, preparation of "Requests for Proposals" ("RFP"), 
"Requests for Qualifications" ("RFQ"), "Requests for Letters of Interest" ("RLI"), review of all bids received , and the 
selection of a respondent or award of such bids or contracts . Use of these procedures are intended to provide a more 
uniform approach to the bid and selection process wh ich will enable the City to efficiently and clearly identify the best 
qualified applicant in the award process and to make the appropriate recommendations to the City Commission in a 
timely manner. 

Definitions 

"Committee" consists of the Director of the responsible department that issues the bid or any "Request", the Assistant 
City Manager, the Finance Director or Assistant Finance Director, and any other employee the City Manager or the 
responsible Director may deem necessary. 

"City Manager" is the City Manager of the City of Dania Beach , Florida , and shall include his or her duly authorized 
designee. 

"City" is the City of Dania Beach, Florida . 

"Commission" is the City Commission of the City of Dania Beach, Florida . 

"Purchasing/Contracts Coordinator" is the person designated as the City's agent for buying , distributing , storing and 
disposing of goods and services in accordance with the City's purchasing polices. 

"Request" means an RFP, an RFQ, an RLI or all of them. 

"RFP" is a Request for Proposal. 

"RFQ" is a Request for Qualifications. 

"RLI" is a Request for Letters of Interest. 

mmagli
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Bid & RFP Policy - Continued 

Policy / Procedures 

A. Committee Established 

Prior to preparation of criteria for any bid or any Request, a Committee should be established by the Director 
of the responsible department for the proposed project or matter. The Committee shall be comprised of 
members as set forth in the City's Purchasing Policy and any other employee or consultant deemed neces
sary to allow the City to compile a comprehensive bid or Request criteria and review and select the most 
qualified bidder or respondent for the proposed project. Any outside consultant who or which needs to be 
engaged for this purpose must first be approved by the City Manager. 

The Committee should also include an engineer, the Building Official , a Fire Marshall/inspector or all of them 
when a construction project is involved and if their expertise will be helpful. 

B. Bid or Request Committee Meeting Prior to Bid or Request 

Upon selection of the members of the Committee, a meeting will be established for the Committee to review 
the proposed project prior to writing the criteria for a bid or Request. The goal of this meeting is to establish 
the groundwork for the bid or Request and identify what items should be included as part of the package. The 
bid or Request should be designed to solicit the same basic information from all potential bidders or respon
dents. The bid or Request should be specific in design and specifications. If specific materials are to be used 
this should be stated in the bid or Request. This continuity will allow the Committee to better compare the 
bids or responses for selection. 

A contact person shall be designated by the Committee for each project. This person can be the Department 
Director or any other Committee member. This person will be responsible for communicating with the bidders 
or respondents and should have an in depth knowledge of the project requirements and be able to answer the 
various questions posed by the bidders or respondents . All communications should be documented and 
placed in the file . 

The Committee shall also determine at this time the criteria to be used in evaluating the bids or responses for 
award. Bidders or respondents should be made aware of such criteria . A tabulation sheet shall be developed 
using the specified criteria and a point system or matrix should be used to effectively compare the responses . 
For bids , the Committee shall evaluate the portion of the bid response devoted to the work, goods, services or 
all of the foregoing and the prices and total cost appearing in the bid . The Committee shall first determine 
whether a bid is responsible and responsive as those terms are defined in the Bid . The Committee may 
choose to design and use a bid evaluation form for this purpose, tailored to the particular bid specifications 
and qualifications outlined in the bid package. At all times the bid or Request should follow the guidelines set 
forth in the City's Purchasing Policy. 

The Committee should also establish a timeline for the entire process, which includes date of advertising of 
the bid or Request, pre-bid or pre-Request opening meeting, bid-opening or Request opening, review by the 
Committee and Commission meeting for award ing the bid or contract. 

C. Final Bid or Request 

After all revisions have been made, the final bid or Request should be sent to the City Attorney, prior to 
issuance, for final legal review and compliance with the City's Purchasing Policy. 

Page 2 of 6 
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Bid & RFP Policy - Continued 

D. Bid or Request Draft Distribution and Response 

The bid or Request process is a key component to the selection process, therefore it is imperative that it be 
reviewed prior to its release . The draft bid or Request should be submitted by the Department Director to all 
Committee Members and to the City Attorney via email for their review, revision and comments. All responses 
to the draft document should be returned via email to the Department Director. Alternatively, if the Director 
chooses , a Committee meeting can be scheduled to review the draft. 

E. Final Bid or Request 

After all revisions have been made, the final bid or Request should be sent to the City Attorney, prior to 
issuance, for final legal review and compliance with the City's Purchasing Policy. 

F. Bid Publication and Notifications 

Upon approval of the City Attorney, the Department Director in conjunction with the City Clerk will coordinate 
the advertising of the bid or Request and the City Clerk will publish the required notices as outlined in the 
City's Purchasing Policy. The City Clerk will notify the Purchasing/Contract Coordinator who will be respon
sible for posting the bid or Request on the Demand Star and Bid Bank websites. The Committee should 
receive a copy of the final bid or Request including the bid or Request opening date and time. 

G. Bid or Request Opening Procedures 

The Committee shall be present at the bid or Request opening and follow the bid or Request opening proce
dures as outlined in the City's Purchasing Policy. At this time each Committee Member will receive a copy of 
each bid proposal or Request response for review and comment. A Committee Selection Meeting should be 
scheduled at this time to review the proposals . 

H. Committee Selection Meeting 

The primary goal of this meeting is for all members to submit their tabulation sheets (for Requests) or 
evaluation sheets (for bids) to the Director and discuss any issues and concerns regarding the offers. At 
the conclusion of this meeting, the Committee should issue a recommendation to present to the City 
Commission for selection and award of the contract for the proposed project or work. A Summary Tabula
tion (for Requests) or a Summary Evaluation (for bids) of all proposals must be prepared and presented to 
the Commission accompanied by the Committee's recommendation for the award . 

I. Commission Meeting 

The Director of the project shall attend the City Commission meeting accompanied by any other Committee 
member necessary to answer questions or make appropriate comments relating to the bid or Request and the 
Committee's recommendation . 

Approved: 

Date 

Page 3 of 6 



Bid & RFP Policy - Continued 

BID AND REQUEST PROPOSAL PROCEDURES AT A GLANCE 

I. DIRECTOR TO ESTABLlSH BID OR REQUEST COMMITIEE PRIOR TO BID OR REQUEST PREPARATION (Be 
su re to include engineer, Building Official, and Fire Marshal as necessary for construction projects.) Set first Committee 
meeting. 

2. COMMITTEEMEETING 

a. Set guidelines/scope of service for the bid or Request. 
b. Determine evaluation criteria . 
c. Develop tabulation form (for Requests) or evaluation form (for bids) . 
d. Identify a contact person. 
e. Establish timeline for the process (release of bid or Request, pre-bid or pre-Request meeting, bid-opening or 

request-opening date, review of them, award of them etc.). 

3. WRITING THE BID OR REQUEST 

a. Department Director to draft bid or Request. 
b. Incorporate ideas of all Committee members. 

4. BID OR REQUEST DISTRIBUTION AND RESPONSE 

a. Department Director to distribute draft to Committee members and City Attorney via email with deadline for 
revisions and comments. 

b. Alternatively, schedule a Committee meeting to review draft as a team. 

5. FINAL BID OR REQUEST 

a. Department Director prepares final bid or Request incorporating revisions of Committee members. 
b. Submit final bid or Request to City Attorney for final review and approval. 

6. BID PUBLlCATION AND NOTIFICATIONS 

a. After approval of City Attorney, Department Director submits the final bid or Request to C ity Clerk 's Office for 
publication of the advertisement(s). 

b. City Clerk and Department Director coordinate the publication ofrequired notices as outlined in City's purchasing 
policy. 

c. Final bid or Request and publication notice, including bid or Request opening date and time, are sent to Committee 
members. 

d. The Contract and Purchasing Coordinator will post the advertisement of the bid or Request on the Demand Star 
and Bid-Bank websites. 

7. BID AND REQUEST OPENING PROCEDURES 

a. Committee members shall be present. 
b. City Clerk or Deputy City Clerk, Purchasing/Contract Coordinator must be present. 
c. Each member of the Committee will receive a copy of each proposal. 
d. Committee should schedule a meeting to review proposals. 

8. COMMTITEESELECTION MEETING 

a. Committee members submit tabulation sheets (for Reque ts) or evaluation sheets (for bids) to Director. 
b. Committee to discuss any concerns . 
c. Committee to make recommendation to Commission for award. 
d. Summary Tabulation form (for Requests) or Summary Evaluation (for bids) to be prepared by Department Director. 

Page 4 of 6 



Bid & RFP Policy - Continued 

9. COMMISSION MEETING 

a. Director will submit Summary ofTabulations, or Summary of Evaluations, recommendations, and contracts, to City 
Clerk and other appropriate departments to have placed on agenda for Commission approval. 

b. Department Director or designee and necessary Committee members shall attend Commission meeting to answer 
any questions necessary. 

SAMPLE "REQUEST" TABULATION SHEET 

RFP: CONTRACT TO PREPARE A "CITY HALL" MASTER PLAN 
COMPANY:~~~~~~~~~~~ 

Evaluation Criteria Weight 

Qualifications of Respondent 25 

Financial Ability Statement 5 

References 15 

Experience in Similar Projects Size Proposal 15 

Cost of Proposal 25 

Ability to meet Timetable 10 

Completeness of Proposal 5 

Remarks if any: 

Tabulation Signature 

Print Name: 

Department: 

Page 5 of 6 

Score 1-5 

25 x 

5 x 

15 x 

15 x 

25 x 

LO x 

5 x 

TOTAL SCORE 

Date: 

= 

= 
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Bid & RFP Policy - Continued 

Evaluation Rating Guidelines 

5 - Exceptional 
The Submission exceeds expectations, excellent probability of success in achieving all 
objectives. Very innovative. 

4 - Good Very good probability of success. Achieves all objectives in a reasonab le fashion. 

3 - Acceptable Has reasonable probability of success. Some objectives may not be met. 

2 - Poor Falls short of expectations and has a low probability of success. 

I - Not acceptable Submission fails to meet requirements and the approach has no probability of success. 

0 - Not responsive Submittal is lacking adequate information to evaluate. 

SAMPLE REQUEST TABULATION SUMMARY SHEET 

Committee Members Proposal l Proposal 2 
Total Score Total Score 

Member l 80 90 

Member2 75 85 

Member 3 85 90 

Member4 70 80 

Member 5 75 85 

Average Total Score 77 86 

Page 6 of 6 





 
           

        
 

               
         

 
           
            
         
         
            
               
                
         
        

       
       
      

 
 

   
 
 

      
       
     

 
                      

                   

 

From: Navarro, Ronnie 
To: LaFerrier, Marc; Kaine, Brad; Bach, Rachel; Donnelly, Colin; Stevens, Tania 
Cc: Dunleavy, Sherie; Norena, Eleanor; Satterfield, Nicki 
Subject: RFP for Architecture, Engineering and Surveying Consultants Evaluation Criteria 
Date: Thursday, August 11, 2016 4:53:47 PM 
Attachments: RFP Engineering - Qualifications Evaluation.xlsx 

All, 

Attached is the qualifications evaluation spreadsheet, for your comments and /or information. 
Please feel free to modify as you see fit. 

Please note that there are 33 firms that have participated in this solicitation. I’m proposing that 
these companies be evaluated in the following areas of expertise: 

1. Architecture and Architectural Construction Management 
2. Soils, Foundations, Geotechnical and Materials Testing 
3. Coastal Civil Engineering 
4. General Structural Engineering 
5. General Mechanical, Electrical and Plumbing Engineering 
6. Surveying and Mapping - Land Surveying and Utility Location 
7. Municipal Engineering (water, sewer, drainage, roadworks and related public works) 
8. Engineering Construction Management 
9. Landscape Architecture 
10. Land-Use Planning and City Planning 
11. Transportation Planning and Traffic Engineering 
12. Asset Management (GIS, etc.) 

Ronnie S. Navarro, PE 
Deputy Director | City Engineer 

Public Services Department | City of Dania Beach 
1201 Stirling Road | Dania Beach FL 33004 
Office 954-924-6808 ext 3615 | Fax 954-923-1109 
rnavarro@daniabeachfl.gov 

Please note: Florida has a very broad public records law.  Most written communications to or from City Officials regarding City business 
are public records available to the public and media upon request.  Your e-mail communications may therefore be subject to public 
disclosure 

mailto:rnavarro@daniabeachfl.gov
mailto:mLaFerrier@daniabeachfl.gov
mailto:bkaine@daniabeachfl.gov
mailto:rbach@daniabeachfl.gov
mailto:cdonnelly@daniabeachfl.gov
mailto:tstevens@daniabeachfl.gov
mailto:sdunleavy@daniabeachfl.gov
mailto:enorena@daniabeachfl.gov
mailto:nsatterfield@daniabeachfl.gov
http://www.daniabeachfl.gov/
http://www.daniabeachfl.gov/
http://www.daniabeachfl.gov/
http://www.daniabeachfl.gov/

RFP Evaluation Criteria

		RFQ #16-004 

		ARCHITECTURAL, SURVEYING, LANDSCAPE ARCHITECTURE AND ENGINEERING CONSULTANT SERVICES

		RFP for Engineering - Evaluation Criteria

						Max Possible Points

		Technical Qualifications of the Firm 		(Maximum of 20 points available)

				More than 10 years		20

				More than 5 but less than 10 years		10

				Less than 5 years		0





		Technical Experience with Similar Projects		(Maximum of 30 points available)

				Superior Qualification and Experience		30

				Good Qualifications and Experience		20

				Sufficient Qualififications and Experience		10

				Inadequate Qualifications and Experience		0



		Key Staff - Personnel Expertise		(Maximum of 30 points available)

				Superior Qualification and Experience		30

				Good Qualifications and Experience		20

				Sufficient Qualififications and Experience		10

				Inadequate Qualifications and Experience		0





		City's and/or Staff's Experience with the Firm 

		(as Prime, Subconsultant for the City or Consultants for Private Firms for DRC Evaluation)		(Maximum of 40 points available)

				Superior Experience		40

				Good Experience		30

				Sufficient Experience		20

				Deficient Experience		5

				No Experience		0

				Maximum Available Points		120





Scoring Guide



SCORING GUIDE
 
The evaluator/evaluation committee will consider the following guidelines in awarding points to the evaluation criteria and the evaluations of the reference questions:
Superior Response: exceptional – surpasses expected response and completely and comprehensively meets all of the requirements of the RFP; concisely includes creative analysis and/or additional information that are valuable and beneficial to the City.
Good Response: clearly meets all the requirements of the RFP and demonstrates in an unambiguous and concise manner a thorough knowledge and understanding of the category or categories with no deficiencies noted.
Sufficient Response: minimally meets most requirements of the RFP. Offeror demonstrates some ability to comply with requirements of the category or categories, but knowledge of the subject matter is limited.
Inadequate Response: does not meet the requirements of the RFP. Offeror failed to demonstrate sufficient knowledge of the subject matter, or adequately/correctly define what it can offer the City.
Deficient Experience:  Firm was not responsive to City's requirements. Project/s undertaken was/were not properly executed. Timely response deficient. Lack of technical expertise of staff assigned to projects. Triggered multitude of RFI's and change orders during project execution or may have triggered threats of  litigation on the professional judgment of staff assigned to the project.




Areas of Specialization

		Areas of Expertise for Evaluation

		1		Architecture  and Architectural Construction Management

		2		Soils, Foundations, Geotechnical and Materials Testing

		3		Coastal Civil Engineering

		4		General Structural Engineering

		5		General Mechanical, Electrical and Plumbing Engineering

		7		Surveying and Mapping - Land Surveying and Utility Location

		8		Municipal Engineering (water, sewer, drainage, roadworks and related public works)

		9		Engineering Construction Management

		10		Landscape Architecture

		11		Land-Use Planning and City Planning

		12		Transportation Planning and Traffic Engineering

		13		Asset Management (GIS, etc.) 





List of Consulting Firms

				VENDOR		1 Original		Proof of Insurance		EXH. A		EXH. B		EXH. C

						4 Copies				References		Public Entity Crimes Statement		Non-Collusion Affidavit

						1 Digital

		1		Avirom & Associates, Inc. 50 SW 2nd Avenue, Suite 102 Boca Raton, FL 33432 Contact: Michael D. Avirom 561-392-2594		Yes		Yes		Yes		Yes		Yes

		2		BEA Architects, Inc.3075 NW South River Drive Miami, FL 33142Contact: Bruno E. Ramos 305-461-2053		Yes		Yes		Yes		Yes		Yes

		3		Bermello Ajamil & Partners, Inc. 2601 South Bayshore Drive, 10th Floor Miami, FL 33133		Yes		Yes		Yes		Yes		Yes

		4		CPZ Architects, Inc.4316 West Broward Boulevard Plantation, FL 33317 Contact: Chris Zimmerman 954-792-8525		Yes		Yes		Yes		Yes		Yes

		5		Caltran Engineering Group, Inc. 730 N.W. 107th  Avenue, Suite 115Miami, FL  33172 Contact: Juan S. Calderon 786-456-7700		Yes		Yes		Yes		Yes		Yes

		6		Calvin, Giordano & Associates, Inc. 1800 Eller Drive, Suite 600Fort Lauderdale, FL 33316 Contact: Shelley Eichner 954-921-7881		Yes		Yes		Yes		Yes		Yes

		8		Cartaya & Associates Architects P.A. 2400 E. Commercial Boulevard, Suite 201 Fort Lauderdale, FL 33308Contact: Mario M. Cartaya 954-771-2724		Yes		Yes		Yes		Yes		Yes

		10		Cordova Rodriguez & Associates, Inc. 6941 SW 196th Avenue, Suite 28 Pembroke Pines, FL 33332Contact: Rosana D. Cordova 954-880-0180		Yes		Yes		Yes		Yes		Yes

		11		Craven Thompson & Associates, Inc. 3563 N.W. 53rd  StreetFort Lauderdale, FL 33309 Contact: Patrick J. Gibney 954-739-6400		Yes		Yes		Yes		Yes		Yes

		12		Dredging & Marine Consultants, LLC 4643 S. Clyde Morris Boulevard, Unit 302 Port Orange, FL 32129Contact: Shailesh K. Patel 386-304-6505		Yes		Yes		Yes		Yes		Yes

		13		EBS Engineering, Inc.		Yes		Yes		Yes		Yes		Yes

				4715 NW 157 Street, Suite 202

				Miami, FL 33014

				Contact: Benjamin S. Essien 954-397-7787

		14		EDSA, Inc.		Yes		Yes		Yes (no City		Yes		Yes

				1512 E. Broward Boulevard, Suite 110 Fort Lauderdale, FL 33301						form Exhibit A)

				Contact: Kona A. Gray 954-523-3330

		15		E Sciences, Incorporated 224 SE 9th Street		Yes		Yes		Yes		Yes		Yes

				Fort Lauderdale, FL 33316 Contact: Peter K. Partlow 954-484-8500

		16		Fernandez-Beraud, Inc.		Yes		Yes		Yes		Yes		Yes

				717 Ponce de Leon Boulevard , Suite 223 Coral Gables, FL 33134

				Contact: Leticia Fernandez-Beraud 305-567-0110

		17		Florida Technical Consultants		Yes		Yes		Yes		Yes		Yes

				401 West Atlantic Avenue, Suite 09 Delray Beach, FL 33444

				Contact: James Barton 954-914-8488

		18		Keith and Schnars		Yes		Yes		Yes		Yes		Yes

				6500 North Andrews Avenue Fort Lauderdale, FL 33309 Contact:  Bruce Reed

				954-776-1616

		19		Kimley Horn		Yes		Yes		Yes		Yes		Yes

				600 North Pine Island Road, Suite 450 Plantation, FL 33324

				Contact: James Sumislaski 954-535-5100

		20		Master Consulting Engineers, Inc. 5523 W. Cypress Street, Suite 200		Yes		Yes		Yes		Yes		Yes

				Tampa, FL  33607 Contact: Alberto Castellon 813-287-3600

		21		McCafferty Brinson Consulting, LLC 633 South Andrews Avenue, Suite 402 Fort Lauderdale, FL 33301		Yes		Yes		Yes		Yes		Yes

				Contact: Frank A. Brinson 954-797-7100

		22		Metric Engineering, Inc.		Yes		Yes		Yes		Yes		Yes

				13940 SW 136th  Street, Suite 200

				Miami, FL 33186 Contact: Robert Linares 305-235-5098

		23		Miller Legge		Yes		Yes		Yes		Yes		Yes

				5747 North Andrews Way Fort Lauderdale, FL 33309 Contact: Michael Kroll 954-436-7000

		24		Public Utility Management and Planning Services, Inc.		Yes		Yes		Yes		Yes		Yes

				P.O. Box 221890 Hollywood, FL 33022 Contact: Fred Bloetscher 239-250-2423

		25		R.J. Behar & Company, Inc.		Yes		Yes		Yes		Yes		Yes

				6861 SW 196th Avenue, Suite 302 Pembroke Pines, FL 33332 Contact:  Robert J. Behar

				954-680-7771

		26		R.J. Heisenbottle Architects, P.A.		Yes		Yes		Yes		Yes		Yes

				2199 Ponce de Leon Boulevard, Suite 400 Coral Gables, FL 33134

				Contact: Richard Heisenbottle 305-446-7799, Ext. 14

		27		Ross Engineering, Inc.		Yes		Yes		Yes		Yes		Yes

				3325 S. University Drive, Suite 111

				Davie, FL 33328 Contact: Robert J. Ross 954-318-0624

		28		SSN Engineering, LLC		Yes		Yes		Yes		Yes		Yes

				1925 NW 18th Street, Suite 30 Pompano Beach, FL 33069 Contact:  Rubel Siddique

				954-944-3272

		29		Song + Associates, Inc.		1 original		Yes		Yes		Yes		Yes

				1545 Centrepark Drive North West Palm Beach, FL 33401 Contact:  Shelby Todd		1 digital

				561-655-2423 ext. 122		Only 3 copies

		30		Synalovski Romanik Saye, LLC 1800 Eller Drive, Suite 500		Yes		Yes		Yes		Yes		Yes

				Fort Lauderdale, FL 33316 Contact: Merrill Romanik 954-961-6806

		31		Terracon Consultants, Inc.		Yes		Yes		Yes		Yes		Yes

				5371 NW 33rd Avenue, Suite 201 Fort Lauderdale, FL 33309 Contact:  Rutu H. Nulkar

				954-741-8282

		32		Tierra South Florida, Inc. 2765 Vista Parkway, Suite 10 West Palm Beach, FL 33411 Contact: Raj Krishnasamy 561-687-8536		Yes		Yes		Yes		Yes		Yes

		33		Walters - Zackria Architects		Yes		Yes		Yes		Yes		Yes

				1500 W. Cypress Creek Road, Suite 105 Fort Lauderdale, FL 33309

				Contact: Abbas H. Zackria 954-522-4123
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RFQ #16-004 

ARCHITECTURAL, SURVEYING, LANDSCAPE ARCHITECTURE AND ENGINEERING CONSULTANT SERVICES 

RFP for Engineering - Evaluation Criteria 
Max Possible 

Points 

Technical Qualifications of the Firm (Maximum of 20 points available) 

More than 10 years 20 
More than 5 but less than 10 years 10 
Less than 5 years 0 

Technical Experience with Similar Projects (Maximum of 30 points available) 

Superior Qualification and Experience 30 
Good Qualifications and Experience 20 
Sufficient Qualififications and Experience 10 
Inadequate Qualifications and Experience 0 

Key Staff - Personnel Expertise (Maximum of 30 points available) 

Superior Qualification and Experience 30 
Good Qualifications and Experience 20 
Sufficient Qualififications and Experience 10 
Inadequate Qualifications and Experience 0 

City's and/or Staff's Experience with the Firm 

(as Prime, Subconsultant for the City or Consultants for Private 

Firms for DRC Evaluation) (Maximum of 40 points available) 

Superior Experience 40 
Good Experience 30 
Sufficient Experience 20 
Deficient Experience 5 
No Experience 0 

Maximum Available Points 120 



       

      
     

  
      

       
     

     
   

SCORING GUIDE 

The evaluator/evaluation committee will consider the following guidelines in awarding points to 
the evaluation criteria and the evaluations of the reference questions: 
Superior Response: exceptional – surpasses expected response and completely and 
comprehensively meets all of the requirements of the RFP; concisely includes creative 
analysis and/or additional information that are valuable and beneficial to the City. 
Good Response: clearly meets all the requirements of the RFP and demonstrates in an 
unambiguous and concise manner a thorough knowledge and understanding of the category 
or categories with no deficiencies noted. 
Sufficient Response: minimally meets most requirements of the RFP. Offeror demonstrates 
some ability to comply with requirements of the category or categories, but knowledge of the 
subject matter is limited. 
Inadequate Response: does not meet the requirements of the RFP. Offeror failed to 
demonstrate sufficient knowledge of the subject matter, or adequately/correctly define 
what it can offer the City. 
Deficient Experience: Firm was not responsive to City's requirements. Project/s 
undertaken was/were not properly executed. Timely response deficient. Lack of technical 
expertise of staff assigned to projects. Triggered multitude of RFI's and change orders 
during project execution or may have triggered threats of litigation on the professional 
judgment of staff assigned to the project. 



Areas of Expertise for Evaluation 

1 Architecture  and Architectural Construction Management 
2 Soils, Foundations, Geotechnical and Materials Testing 
3 Coastal Civil Engineering 
4 General Structural Engineering 
5 General Mechanical, Electrical and Plumbing Engineering 
7 Surveying and Mapping - Land Surveying and Utility Location 
8 Municipal Engineering (water, sewer, drainage, roadworks and related public works) 
9 Engineering Construction Management 

10 Landscape Architecture 
11 Land-Use Planning and City Planning 
12 Transportation Planning and Traffic Engineering 
13 Asset Management (GIS, etc.) 



 
 

  

 

 

 

 

 
 

 

VENDOR 

1 Original 

4 Copies 

1 Digital 

Proof of 

Insurance 

EXH. A, 

References 

EXH. B Public 

Entity Crimes 

Statement 

EXH. C, Non-

Collusion 

Affidavit 

1 

Avirom & Associates, Inc. 

50 SW 2nd Avenue, Suite 102 Boca Raton, FL 33432 Contact: Michael D. 

Avirom 561-392-2594 

Yes Yes Yes Yes Yes 

2 

BEA Architects, Inc. 

3075 NW South River Drive Miami, FL 33142Contact: Bruno E. Ramos 305-461-

2053 

Yes Yes Yes Yes Yes 

3 
Bermello Ajamil & Partners, Inc. 

2601 South Bayshore Drive, 10th Floor Miami, FL 33133 
Yes Yes Yes Yes Yes 

4 

CPZ Architects, Inc. 

4316 West Broward Boulevard Plantation, FL 33317 Contact: Chris Zimmerman 

954-792-8525 

Yes Yes Yes Yes Yes 

5 

Caltran Engineering Group, Inc. 

730 N.W. 107th  Avenue, Suite 115Miami, FL  33172 Contact: Juan S. Calderon 

786-456-7700 

Yes Yes Yes Yes Yes 

6 

Calvin, Giordano & Associates, Inc. 

1800 Eller Drive, Suite 600Fort Lauderdale, FL 33316 Contact: Shelley Eichner 

954-921-7881 

Yes Yes Yes Yes Yes 

8 

Cartaya & Associates Architects P.A. 

2400 E. Commercial Boulevard, Suite 201 Fort Lauderdale, FL 33308Contact: 

Mario M. Cartaya 954-771-2724 

Yes Yes Yes Yes Yes 

10 

Cordova Rodriguez & Associates, Inc. 

6941 SW 196th Avenue, Suite 28 Pembroke Pines, FL 33332Contact: Rosana D. 

Cordova 954-880-0180 

Yes Yes Yes Yes Yes 

11 

Craven Thompson & Associates, Inc. 

3563 N.W. 53rd  StreetFort Lauderdale, FL 33309 Contact: Patrick J. Gibney 954-

739-6400 

Yes Yes Yes Yes Yes 

12 

Dredging & Marine Consultants, LLC 

4643 S. Clyde Morris Boulevard, Unit 302 Port Orange, FL 32129Contact: 

Shailesh K. Patel 386-304-6505 

Yes Yes Yes Yes Yes 

13 

EBS Engineering, Inc. 

4715 NW 157 Street, Suite 202 Miami, FL 33014 Contact: Benjamin S. Essien 

954-397-7787 

Yes Yes Yes Yes Yes 

14 

EDSA, Inc. 

1512 E. Broward Boulevard, Suite 110 Fort Lauderdale, FL 33301  Contact: 

Kona A. Gray 954-523-3330 

Yes Yes 
Yes (no City form 

Exhibit A) 
Yes Yes 

15 
E Sciences, Incorporated 224 SE 9th Street Fort Lauderdale, FL 33316 Contact: 

Peter K. Partlow 954-484-8500 
Yes Yes Yes Yes Yes 

16 
Fernandez-Beraud, Inc. 717 Ponce de Leon Boulevard , Suite 223 Coral Gables, 

FL 33134 Contact: Leticia Fernandez-Beraud 305-567-0110 
Yes Yes Yes Yes Yes 



 
 

  

 

  

 

 

 

 

 

VENDOR 

1 Original 

4 Copies 

1 Digital 

Proof of 

Insurance 

EXH. A, 

References 

EXH. B Public 

Entity Crimes 

Statement 

EXH. C, Non-

Collusion 

Affidavit 

17 
Florida Technical Consultants 401 West Atlantic Avenue, Suite 09 Delray 

Beach, FL 33444 Contact: James Barton 954-914-8488 
Yes Yes Yes Yes Yes 

18 
Keith and Schnars 6500 North Andrews Avenue Fort Lauderdale, FL 33309 

Contact:  Bruce Reed 954-776-1616 
Yes Yes Yes Yes Yes 

19 
Kimley Horn 600 North Pine Island Road, Suite 450 Plantation, FL 33324 

Contact: James Sumislaski 954-535-5100 
Yes Yes Yes Yes Yes 

20 
Master Consulting Engineers, Inc. 5523 W. Cypress Street, Suite 200 Tampa, FL 

33607 Contact: Alberto Castellon 813-287-3600 
Yes Yes Yes Yes Yes 

21 
McCafferty Brinson Consulting, LLC 633 South Andrews Avenue, Suite 402 

Fort Lauderdale, FL 33301 Contact: Frank A. Brinson 954-797-7100 
Yes Yes Yes Yes Yes 

22 
Metric Engineering, Inc. 13940 SW 136th  Street, Suite 200 Miami, FL 33186 

Contact: Robert Linares 305-235-5098 
Yes Yes Yes Yes Yes 

23 
Miller Legge 5747 North Andrews Way Fort Lauderdale, FL 33309 Contact: 

Michael Kroll 954-436-7000 
Yes Yes Yes Yes Yes 

24 
Public Utility Management and Planning Services, Inc. P.O. Box 221890 

Hollywood, FL 33022 Contact: Fred Bloetscher 239-250-2423 
Yes Yes Yes Yes Yes 

25 
R.J. Behar & Company, Inc. 6861 SW 196th Avenue, Suite 302 Pembroke Pines, 

FL 33332 Contact:  Robert J. Behar 954-680-7771 
Yes Yes Yes Yes Yes 

26 
R.J. Heisenbottle Architects, P.A. 2199 Ponce de Leon Boulevard, Suite 400 

Coral Gables, FL 33134 Contact: Richard Heisenbottle 305-446-7799, Ext. 14 
Yes Yes Yes Yes Yes 

27 
Ross Engineering, Inc. 3325 S. University Drive, Suite 111 Davie, FL 33328 

Contact: Robert J. Ross 954-318-0624 
Yes Yes Yes Yes Yes 

28 
SSN Engineering, LLC 1925 NW 18th Street, Suite 30 Pompano Beach, FL 

33069 Contact:  Rubel Siddique 954-944-3272 
Yes Yes Yes Yes Yes 

29 
Song + Associates, Inc. 1545 Centrepark Drive North West Palm Beach, FL 

33401 Contact:  Shelby Todd 561-655-2423 ext. 122 

1 original 

1 digital 

Only 3 copies 

Yes Yes Yes Yes 

30 
Synalovski Romanik Saye, LLC 1800 Eller Drive, Suite 500 Fort Lauderdale, FL 

33316 Contact: Merrill Romanik 954-961-6806 
Yes Yes Yes Yes Yes 

31 
Terracon Consultants, Inc. 5371 NW 33rd Avenue, Suite 201 Fort Lauderdale, 

FL 33309 Contact:  Rutu H. Nulkar 954-741-8282 
Yes Yes Yes Yes Yes 

954-741-8282 

32 
Tierra South Florida, Inc. 2765 Vista Parkway, Suite 10 West Palm Beach, FL 

33411 Contact: Raj Krishnasamy 561-687-8536 
Yes Yes Yes Yes Yes 

33 
Walters - Zackria Architects 1500 W. Cypress Creek Road, Suite 105 Fort 

Lauderdale, FL 33309 Contact: Abbas H. Zackria 954-522-4123 
Yes Yes Yes Yes Yes 





 

 

 

 

 
 

From: Stevens, Tania 
To: Navarro, Ronnie; Kaine, Brad 
Subject: RFP Engineering - Qualifications Evaluation-Working Doc MTG 091616.xlsx 
Date: Monday, September 26, 2016 3:13:37 PM 
Attachments: RFP Engineering - Qualifications Evaluation-Working Doc MTG 091616.xlsx 

Hi Ronnie and Brad, 

I reviewed the technical qualifications of all the vendors based on length of experience and my 
scores agreed with Brad’s. I have attached the spreadsheet for your reference. 

Please let me know if there is anything else needed, and if not, I will see you tomorrow morning at 
the committee meeting. 

Thanks, 

Tania 

Tania Stevens 
Senior Accountant 
City of Dania Beach 
954-924-6800 X3671 
tstevens@daniabeachfl.gov 

mailto:/O=CITY OF DANIA BEACH/OU=FIRST ADMINISTRATIVE GROUP/CN=RECIPIENTS/CN=TSTEVENS
mailto:/O=CITY OF DANIA BEACH/OU=EXCHANGE ADMINISTRATIVE GROUP (FYDIBOHF23SPDLT)/CN=RECIPIENTS/CN=Navarro, Ronnie923faa17
mailto:/O=CITY OF DANIA BEACH/OU=EXCHANGE ADMINISTRATIVE GROUP (FYDIBOHF23SPDLT)/CN=RECIPIENTS/CN=Kaine, Bradaf1

RFP Evaluation Criteria_DEL

		RFQ #16-004 

		ARCHITECTURAL, SURVEYING, LANDSCAPE ARCHITECTURE AND ENGINEERING CONSULTANT SERVICES

		RFP for Engineering - Evaluation Criteria

						Max Possible Points

		Technical Qualifications of the Firm 		(Maximum of 20 points available)

				More than 10 years		20		20

				More than 5 but less than 10 years		10		10

				Less than 5 years		0		0





		Technical Experience with Similar Projects		(Maximum of 30 points available)

				Superior Qualification and Experience		30		40

				Good Qualifications and Experience		20		30

				Sufficient Qualififications and Experience		10		20

				Inadequate Qualifications and Experience		0		10



		Key Staff - Personnel Expertise		(Maximum of 30 points available)

				Superior Qualification and Experience		30		40

				Good Qualifications and Experience		20		30

				Sufficient Qualififications and Experience		10		20

				Inadequate Qualifications and Experience		0		10





		City's and/or Staff's Experience with the Firm 

		(as Prime, Subconsultant for the City or Consultants for Private Firms for DRC Evaluation)		(Maximum of 40 points available)

				Superior Experience		40		20

				Good Experience		30		15

				Sufficient Experience		20		10

				Deficient Experience		5		5

				No Experience		0		0

				Maximum Available Points		120		120





RFP Evaluation Criteria

		RFQ #16-004 

		ARCHITECTURAL, SURVEYING, LANDSCAPE ARCHITECTURE AND ENGINEERING CONSULTANT SERVICES

		RFP for Engineering - Evaluation Criteria

						Max Possible Points

		Technical Qualifications of the Firm 		(Maximum of 20 points available)

				More than 10 years		20

				More than 5 but less than 10 years		10

				Less than 5 years		0





		Technical Experience with Similar Projects		(Maximum of 40 points available)

				Superior Qualification and Experience		40

				Good Qualifications and Experience		30

				Sufficient Qualififications and Experience		20

				Inadequate Qualifications and Experience		10



		Key Staff - Personnel Expertise		(Maximum of 40 points available)

				Superior Qualification and Experience		40

				Good Qualifications and Experience		30

				Sufficient Qualififications and Experience		20

				Inadequate Qualifications and Experience		10





		City's and/or Staff's Experience with the Firm 

		(as Prime, Subconsultant for the City or Consultants for Private Firms for DRC Evaluation)		(Maximum of 20 points available)

				Superior Experience		20

				Good Experience		15

				Sufficient Experience		10

				Deficient Experience		5

				No Experience		0

				Maximum Available Points		120





Scoring Guide



SCORING GUIDE
 
The evaluator/evaluation committee will consider the following guidelines in awarding points to the evaluation criteria and the evaluations of the reference questions:
Superior Response: exceptional – surpasses expected response and completely and comprehensively meets all of the requirements of the RFP; concisely includes creative analysis and/or additional information that are valuable and beneficial to the City.
Good Response: clearly meets all the requirements of the RFP and demonstrates in an unambiguous and concise manner a thorough knowledge and understanding of the category or categories with no deficiencies noted.
Sufficient Response: minimally meets most requirements of the RFP. Offeror demonstrates some ability to comply with requirements of the category or categories, but knowledge of the subject matter is limited.
Inadequate Response: does not meet the requirements of the RFP. Offeror failed to demonstrate sufficient knowledge of the subject matter, or adequately/correctly define what it can offer the City.
Deficient Experience:  Firm was not responsive to City's requirements. Project/s undertaken was/were not properly executed. Timely response deficient. Lack of technical expertise of staff assigned to projects. Triggered multitude of RFI's and change orders during project execution or may have triggered threats of  litigation on the professional judgment of staff assigned to the project.




Areas of Specialization-DRAFT

		Areas of Expertise for Evaluation

		1, 4, 5		Architecture  and Architectural Construction Management, General Structural Engineering, & General Mechanical, Electrical and Plumbing Engineering		1

		2		Soils, Foundations, Geotechnical and Materials Testing		2

		3		Coastal Civil Engineering		3

		4		General Structural Engineering

		5		General Mechanical, Electrical and Plumbing Engineering

		7		Surveying and Mapping - Land Surveying and Utility Location		4

		8, 9		Municipal Engineering (water, sewer, drainage, roadworks and related public works) & Engineering Construction Management		5

		9		Engineering Construction Management

		10		Landscape Architecture		6

		11		Land-Use Planning and City Planning		7

		12		Transportation Planning and Traffic Engineering		8

		13		Asset Management (GIS, etc.) 		9





Areas of Specialization

		Areas of Expertise for Evaluation

		1		Architecture  and Architectural Construction Management, General Structural Engineering, & General Mechanical, Electrical and Plumbing Engineering

		2		Soils, Foundations, Geotechnical and Materials Testing

		3		Coastal Civil Engineering

		4		Surveying and Mapping - Land Surveying and Utility Location

		5		Municipal Engineering (water, sewer, drainage, roadworks and related public works) & Engineering Construction Management

		6		Landscape Architecture

		7		Land-Use Planning and City Planning

		8		Transportation Planning and Traffic Engineering

		9		Asset Management (GIS, etc.) 





List of Consulting Firms

				VENDOR		1 Original		Proof of Insurance		EXH. A		EXH. B		EXH. C

						4 Copies				References		Public Entity Crimes Statement		Non-Collusion Affidavit		Area of Specialization - 1		Area of Specialization -2		BK Score		Tech Qual. Only
TS Score		RB Score		ML Score

						1 Digital

		1		Avirom & Associates, Inc. 50 SW 2nd Avenue, Suite 102 Boca Raton, FL 33432 Contact: Michael D. Avirom 561-392-2594		Yes		Yes		Yes		Yes		Yes		4				90		20

		2		BEA Architects, Inc.3075 NW South River Drive Miami, FL 33142Contact: Bruno E. Ramos 305-461-2053		Yes		Yes		Yes		Yes		Yes		1				90		20

		3		Bermello Ajamil & Partners, Inc. 2601 South Bayshore Drive, 10th Floor Miami, FL 33133		Yes		Yes		Yes		Yes		Yes		1				100		20

		4		CPZ Architects, Inc.4316 West Broward Boulevard Plantation, FL 33317 Contact: Chris Zimmerman 954-792-8525		Yes		Yes		Yes		Yes		Yes		1				100		20

		5		Caltran Engineering Group, Inc. 730 N.W. 107th  Avenue, Suite 115Miami, FL  33172 Contact: Juan S. Calderon 786-456-7700		Yes		Yes		Yes		Yes		Yes		8				90		20

		6		Calvin, Giordano & Associates, Inc. 1800 Eller Drive, Suite 600Fort Lauderdale, FL 33316 Contact: Shelley Eichner 954-921-7881		Yes		Yes		Yes		Yes		Yes		5		8		95		20

		7		Carnahan Proctor Cross 814 Military Trail   Deerfield Beach, FL  33442				Yes		Yes		Yes		Yes		5		8		90		20

		8		Cartaya & Associates Architects P.A. 2400 E. Commercial Boulevard, Suite 201 Fort Lauderdale, FL 33308Contact: Mario M. Cartaya 954-771-2724		Yes		Yes		Yes		Yes		Yes		1				90		20

		9		Chen Moore & Associates   500 West Cypress Road, Suite 630, Fort Lauderdale, FL  33309				Yes		Yes		Yes		Yes		5				95		20

		10		Cordova Rodriguez & Associates, Inc. 6941 SW 196th Avenue, Suite 28 Pembroke Pines, FL 33332 Contact: Rosana D. Cordova 954-880-0180		Yes		Yes		Yes		Yes		Yes		1				80		20

		11		Craven Thompson & Associates, Inc. 3563 N.W. 53rd  StreetFort Lauderdale, FL 33309 Contact: Patrick J. Gibney 954-739-6400		Yes		Yes		Yes		Yes		Yes		5				95

Dunleavy, Sherie: Dunleavy, Sherie:
References Tierra as part of their team		20

		12		Dredging & Marine Consultants, LLC 4643 S. Clyde Morris Boulevard, Unit 302 Port Orange, FL 32129Contact: Shailesh K. Patel 386-304-6505		Yes		Yes		Yes		Yes		Yes		3				70		20

		13		EBS Engineering, Inc. 4715 NW 157 Street, Suite 202 Miami, FL 33014, Contact: Benjamin S. Essien 954-397-7787												5				90		20

		14		EDSA, Inc. 1512 E. Broward Boulevard, Suite 110 Fort Lauderdale, FL 33301 Contact: Kona A. Gray 954-523-3330						form Exhibit A)						6				95		20

		15		E Sciences, Incorporated 224 SE 9th Street, Fort Lauderdale, FL 33316 Contact: Peter K. Partlow 954-484-8500												2				85		20

		16		Fernandez-Beraud, Inc. 717 Ponce de Leon Boulevard , Suite 223 Coral Gables, FL 33134, Contact: Leticia Fernandez-Beraud 305-567-0110												6				90		20

		17		Florida Technical Consultants 401 West Atlantic Avenue, Suite 09 Delray Beach, FL 33444, Contact: James Barton 954-914-8488												9				45		0

		18		Keith and Schnars 6500 North Andrews Avenue Fort Lauderdale, FL 33309 Contact:  Bruce Reed, 954-776-1616												5		7		90		20

		19		Kimley Horn 600 North Pine Island Road, Suite 450 Plantation, FL 33324, Contact: James Sumislaski 954-535-5100												5		8		105		20

		20		Master Consulting Engineers, Inc. 5523 W. Cypress Street, Suite 200, Tampa, FL  33607 Contact: Alberto Castellon 813-287-3600		Yes		Yes		Yes		Yes		Yes		5				75		20

		21		McCafferty Brinson Consulting, LLC 633 South Andrews Avenue, Suite 402 Fort Lauderdale, FL 33301, Contact: Frank A. Brinson 954-797-7100		Yes		Yes		Yes		Yes		Yes		5				80		10

		22		Metric Engineering, Inc. 13940 SW 136th  Street, Suite 200, Miami, FL 33186 Contact: Robert Linares 305-235-5098												5		8		80		20

		23		Miller Legge 5747 North Andrews Way Fort Lauderdale, FL 33309 Contact: Michael Kroll 954-436-7000												5				100

Dunleavy, Sherie: Dunleavy, Sherie:
Pending Litigiation of concern		

Dunleavy, Sherie: Dunleavy, Sherie:
References Tierra as part of their team		20

		24		Public Utility Management and Planning Services, Inc. P.O. Box 221890 Hollywood, FL 33022 Contact: Fred Bloetscher 239-250-2423												5				105		20

		25		R.J. Behar & Company, Inc. 6861 SW 196th Avenue, Suite 302 Pembroke Pines, FL 33332 Contact:  Robert J. Behar, 954-680-7771												8				90		20

		26		R.J. Heisenbottle Architects, P.A. 2199 Ponce de Leon Boulevard, Suite 400 Coral Gables, FL 33134, Contact: Richard Heisenbottle 305-446-7799, Ext. 14												1				90		20

		27		Ross Engineering, Inc. 3325 S. University Drive, Suite 111, Davie, FL 33328 Contact: Robert J. Ross 954-318-0624												5				95		20

		28		SSN Engineering, LLC 1925 NW 18th Street, Suite 30 Pompano Beach, FL 33069 Contact:  Rubel Siddique, 954-944-3272												5				70		20

		29		Song + Associates, Inc. 1545 Centrepark Drive North West Palm Beach, FL 33401 Contact:  Shelby Todd, 561-655-2423 ext. 122		1 digital										1				55		20

		30		Synalovski Romanik Saye, LLC 1800 Eller Drive, Suite 500, Fort Lauderdale, FL 33316 Contact: Merrill Romanik 954-961-6806												1				80		20

		31		Terracon Consultants, Inc. 5371 NW 33rd Avenue, Suite 201 Fort Lauderdale, FL 33309 Contact:  Rutu H. Nulkar, 954-741-8282												2				90		20

		32		Tierra South Florida, Inc. 2765 Vista Parkway, Suite 10 West Palm Beach, FL 33411 Contact: Raj Krishnasamy 561-687-8536		Yes		Yes		Yes		Yes		Yes		2				110		20

		33		Walters - Zackria Architects 1500 W. Cypress Creek Road, Suite 105 Fort Lauderdale, FL 33309, Contact: Abbas H. Zackria 954-522-4123												1				100		20





Architects and their Subs

		Architects		Landscape Architecture		Civil Engineer		MEP Engineer		Structural Engineer		Geotechnical		Surveying

		Synalovski Romanik Saye		Keith & Associates		Keith & Associates		Delta G Consulting Engineers		Sadd El-Hage

		Walters Zackria Associates		David Bodker		Walters Zackria Associates		Delta G Consulting Engineers		Walters Zackria Associates		Nutting Engineers		Awn Deisgn & Consulting Group, Inc

		BEA Architecture						TLC Engineering		TLC Engineering

		Carataya & Associates						Delta G Consulting Engineers		Thorton Tomasetti





mailto:tstevens@daniabeachfl.gov


     

   
  

 

 

RFQ #16-004 

ARCHITECTURAL, SURVEYING, LANDSCAPE ARCHITECTURE AND ENGINEERING CONSULTANT SERVICES 

RFP for Engineering - Evaluation Criteria 
Max Possible 

Points 

Technical Qualifications of the Firm (Maximum of 20 points available) 

More than 10 years 20 

More than 5 but less than 10 years 10 
Less than 5 years 0 

Technical Experience with Similar Projects (Maximum of 30 points available) 

Superior Qualification and Experience 30 
Good Qualifications and Experience 20 
Sufficient Qualififications and Experience 10 
Inadequate Qualifications and Experience 0 

Key Staff - Personnel Expertise (Maximum of 30 points available) 

Superior Qualification and Experience 30 
Good Qualifications and Experience 20 
Sufficient Qualififications and Experience 10 
Inadequate Qualifications and Experience 0 

City's and/or Staff's Experience with the Firm 

(as Prime, Subconsultant for the City or Consultants for Private 

Firms for DRC Evaluation) (Maximum of 40 points available) 

Superior Experience 40 
Good Experience 30 
Sufficient Experience 20 
Deficient Experience 5 
No Experience 0 

Maximum Available Points 120 



       

      
     

  
      

       
     

     
   

SCORING GUIDE 

The evaluator/evaluation committee will consider the following guidelines in awarding points to 
the evaluation criteria and the evaluations of the reference questions: 
Superior Response: exceptional – surpasses expected response and completely and 
comprehensively meets all of the requirements of the RFP; concisely includes creative 
analysis and/or additional information that are valuable and beneficial to the City. 
Good Response: clearly meets all the requirements of the RFP and demonstrates in an 
unambiguous and concise manner a thorough knowledge and understanding of the category 
or categories with no deficiencies noted. 
Sufficient Response: minimally meets most requirements of the RFP. Offeror demonstrates 
some ability to comply with requirements of the category or categories, but knowledge of the 
subject matter is limited. 
Inadequate Response: does not meet the requirements of the RFP. Offeror failed to 
demonstrate sufficient knowledge of the subject matter, or adequately/correctly define 
what it can offer the City. 
Deficient Experience: Firm was not responsive to City's requirements. Project/s 
undertaken was/were not properly executed. Timely response deficient. Lack of technical 
expertise of staff assigned to projects. Triggered multitude of RFI's and change orders 
during project execution or may have triggered threats of litigation on the professional 
judgment of staff assigned to the project. 



Areas of Expertise for Evaluation 

1 Architecture  and Architectural Construction Management 
2 Soils, Foundations, Geotechnical and Materials Testing 
3 Coastal Civil Engineering 
4 General Structural Engineering 
5 General Mechanical, Electrical and Plumbing Engineering 
7 Surveying and Mapping - Land Surveying and Utility Location 
8 Municipal Engineering (water, sewer, drainage, roadworks and related public works) 
9 Engineering Construction Management 

10 Landscape Architecture 
11 Land-Use Planning and City Planning 
12 Transportation Planning and Traffic Engineering 
13 Asset Management (GIS, etc.) 



  

  

 

 

 

 

 

 

 

 

 

 

 

 

VENDOR 
Area of 

Specialization -

1 

Area of 

Specialization -

2 

BK 

Score 

Tech 

Qual. 

Only 

TS Score 

RB 

Score 

ML 

Score 

1 
Avirom & Associates, Inc. 50 SW 2nd Avenue, Suite 102 

Boca Raton, FL 33432 Contact: Michael D. Avirom 561-392-

2594 

4 90 20 

2 
BEA Architects, Inc.3075 NW South River Drive Miami, FL 

33142Contact: Bruno E. Ramos 305-461-2053 
1 90 20 

3 
Bermello Ajamil & Partners, Inc. 2601 South Bayshore 

Drive, 10th Floor Miami, FL 33133 
1 100 20 

4 
CPZ Architects, Inc.4316 West Broward Boulevard 

Plantation, FL 33317 Contact: Chris Zimmerman 954-792-

8525 

1 100 20 

5 
Caltran Engineering Group, Inc. 730 N.W. 107th  Avenue, 

Suite 115Miami, FL  33172 Contact: Juan S. Calderon 786-

456-7700 

8 90 20 

6 
Calvin, Giordano & Associates, Inc. 1800 Eller Drive, Suite 

600Fort Lauderdale, FL 33316 Contact: Shelley Eichner 954-

921-7881 

5 8 95 20 

7 
Carnahan Proctor Cross 814 Military Trail   Deerfield 

Beach, FL  33442 
5 8 90 20 

8 
Cartaya & Associates Architects P.A. 2400 E. Commercial 

Boulevard, Suite 201 Fort Lauderdale, FL 33308Contact: 

Mario M. Cartaya 954-771-2724 

1 90 20 

9 
Chen Moore & Associates  500 West Cypress Road, Suite 

630, Fort Lauderdale, FL  33309 
5 95 20 

10 
Cordova Rodriguez & Associates, Inc. 6941 SW 196th 

Avenue, Suite 28 Pembroke Pines, FL 33332 Contact: 

Rosana D. Cordova 954-880-0180 

1 80 20 

11 
Craven Thompson & Associates, Inc. 3563 N.W. 53rd  

StreetFort Lauderdale, FL 33309 Contact: Patrick J. Gibney 

954-739-6400 

5 95 20 

12 
Dredging & Marine Consultants, LLC 4643 S. Clyde Morris 

Boulevard, Unit 302 Port Orange, FL 32129Contact: 

Shailesh K. Patel 386-304-6505 

3 70 20 

13 
EBS Engineering, Inc. 4715 NW 157 Street, Suite 202 

Miami, FL 33014, Contact: Benjamin S. Essien 954-397-

7787 

5 90 20 

14 
EDSA, Inc. 1512 E. Broward Boulevard, Suite 110 Fort 

Lauderdale, FL 33301 Contact: Kona A. Gray 954-523-3330 
6 95 20 

15 
E Sciences, Incorporated 224 SE 9th Street, Fort Lauderdale, 

FL 33316 Contact: Peter K. Partlow 954-484-8500 
2 85 20 

16 
Fernandez-Beraud, Inc. 717 Ponce de Leon Boulevard , 

Suite 223 Coral Gables, FL 33134, Contact: Leticia 

Fernandez-Beraud 305-567-0110 

6 90 20 

17 
Florida Technical Consultants 401 West Atlantic Avenue, 

Suite 09 Delray Beach, FL 33444, Contact: James Barton 

954-914-8488 

9 45 0 

18 
Keith and Schnars 6500 North Andrews Avenue Fort 

Lauderdale, FL 33309 Contact:  Bruce Reed, 954-776-1616 
5 7 90 20 



  

  

 

 

 

 

 

 

 

VENDOR 
Area of 

Specialization -

1 

Area of 

Specialization -

2 

BK 

Score 

Tech 

Qual. 

Only 

TS Score 

RB 

Score 

ML 

Score 

19 
Kimley Horn 600 North Pine Island Road, Suite 450 

Plantation, FL 33324, Contact: James Sumislaski 954-535-

5100 

5 8 105 20 

20 
Master Consulting Engineers, Inc. 5523 W. Cypress Street, 

Suite 200, Tampa, FL  33607 Contact: Alberto Castellon 813-

287-3600 

5 75 20 

21 
McCafferty Brinson Consulting, LLC 633 South Andrews 

Avenue, Suite 402 Fort Lauderdale, FL 33301, Contact: 

Frank A. Brinson 954-797-7100 

5 80 10 

22 
Metric Engineering, Inc. 13940 SW 136th  Street, Suite 200, 

Miami, FL 33186 Contact: Robert Linares 305-235-5098 
5 8 80 20 

23 
Miller Legge 5747 North Andrews Way Fort Lauderdale, FL 

33309 Contact: Michael Kroll 954-436-7000 
5 100 20 

24 
Public Utility Management and Planning Services, Inc. P.O. 

Box 221890 Hollywood, FL 33022 Contact: Fred Bloetscher 

239-250-2423 

5 105 20 

25 
R.J. Behar & Company, Inc. 6861 SW 196th Avenue, Suite 

302 Pembroke Pines, FL 33332 Contact:  Robert J. Behar, 

954-680-7771 

8 90 20 

26 
R.J. Heisenbottle Architects, P.A. 2199 Ponce de Leon 

Boulevard, Suite 400 Coral Gables, FL 33134, Contact: 

Richard Heisenbottle 305-446-7799, Ext. 14 

1 90 20 

27 
Ross Engineering, Inc. 3325 S. University Drive, Suite 111, 

Davie, FL 33328 Contact: Robert J. Ross 954-318-0624 
5 95 20 

28 
SSN Engineering, LLC 1925 NW 18th Street, Suite 30 

Pompano Beach, FL 33069 Contact:  Rubel Siddique, 954-

944-3272 

5 70 20 

29 
Song + Associates, Inc. 1545 Centrepark Drive North West 

Palm Beach, FL 33401 Contact:  Shelby Todd, 561-655-

2423 ext. 122 

1 55 20 

30 
Synalovski Romanik Saye, LLC 1800 Eller Drive, Suite 500, 

Fort Lauderdale, FL 33316 Contact: Merrill Romanik 954-

961-6806 

1 80 20 

31 
Terracon Consultants, Inc. 5371 NW 33rd Avenue, Suite 

201 Fort Lauderdale, FL 33309 Contact:  Rutu H. Nulkar, 

954-741-8282 

2 90 20 

32 
Tierra South Florida, Inc. 2765 Vista Parkway, Suite 10 

West Palm Beach, FL 33411 Contact: Raj Krishnasamy 561-

687-8536 

2 110 20 

33 
Walters - Zackria Architects 1500 W. Cypress Creek Road, 

Suite 105 Fort Lauderdale, FL 33309, Contact: Abbas H. 

Zackria 954-522-4123 

1 100 20 



 



 



 
 

  

 

 

 

 

 
 

 

VENDOR 

1 Original 

4 Copies 

1 Digital 

Proof of 

Insurance 

EXH. A, 

References 

EXH. B Public 

Entity Crimes 

Statement 

EXH. C, Non-

Collusion 

Affidavit 

1 

Avirom & Associates, Inc. 

50 SW 2nd Avenue, Suite 102 Boca Raton, FL 33432 Contact: Michael D. 

Avirom 561-392-2594 

Yes Yes Yes Yes Yes 

2 

BEA Architects, Inc. 

3075 NW South River Drive Miami, FL 33142Contact: Bruno E. Ramos 305-461-

2053 

Yes Yes Yes Yes Yes 

3 
Bermello Ajamil & Partners, Inc. 

2601 South Bayshore Drive, 10th Floor Miami, FL 33133 
Yes Yes Yes Yes Yes 

4 

CPZ Architects, Inc. 

4316 West Broward Boulevard Plantation, FL 33317 Contact: Chris Zimmerman 

954-792-8525 

Yes Yes Yes Yes Yes 

5 

Caltran Engineering Group, Inc. 

730 N.W. 107th  Avenue, Suite 115Miami, FL  33172 Contact: Juan S. Calderon 

786-456-7700 

Yes Yes Yes Yes Yes 

6 

Calvin, Giordano & Associates, Inc. 

1800 Eller Drive, Suite 600Fort Lauderdale, FL 33316 Contact: Shelley Eichner 

954-921-7881 

Yes Yes Yes Yes Yes 

8 

Cartaya & Associates Architects P.A. 

2400 E. Commercial Boulevard, Suite 201 Fort Lauderdale, FL 33308Contact: 

Mario M. Cartaya 954-771-2724 

Yes Yes Yes Yes Yes 

10 

Cordova Rodriguez & Associates, Inc. 

6941 SW 196th Avenue, Suite 28 Pembroke Pines, FL 33332Contact: Rosana D. 

Cordova 954-880-0180 

Yes Yes Yes Yes Yes 

11 

Craven Thompson & Associates, Inc. 

3563 N.W. 53rd  StreetFort Lauderdale, FL 33309 Contact: Patrick J. Gibney 954-

739-6400 

Yes Yes Yes Yes Yes 

12 

Dredging & Marine Consultants, LLC 

4643 S. Clyde Morris Boulevard, Unit 302 Port Orange, FL 32129Contact: 

Shailesh K. Patel 386-304-6505 

Yes Yes Yes Yes Yes 

13 

EBS Engineering, Inc. 

4715 NW 157 Street, Suite 202 Miami, FL 33014 Contact: Benjamin S. Essien 

954-397-7787 

Yes Yes Yes Yes Yes 

14 

EDSA, Inc. 

1512 E. Broward Boulevard, Suite 110 Fort Lauderdale, FL 33301  Contact: 

Kona A. Gray 954-523-3330 

Yes Yes 
Yes (no City form 

Exhibit A) 
Yes Yes 

15 
E Sciences, Incorporated 224 SE 9th Street Fort Lauderdale, FL 33316 Contact: 

Peter K. Partlow 954-484-8500 
Yes Yes Yes Yes Yes 

16 
Fernandez-Beraud, Inc. 717 Ponce de Leon Boulevard , Suite 223 Coral Gables, 

FL 33134 Contact: Leticia Fernandez-Beraud 305-567-0110 
Yes Yes Yes Yes Yes 



 
 

  

 

  

 

 

 

 

 

VENDOR 

1 Original 

4 Copies 

1 Digital 

Proof of 

Insurance 

EXH. A, 

References 

EXH. B Public 

Entity Crimes 

Statement 

EXH. C, Non-

Collusion 

Affidavit 

17 
Florida Technical Consultants 401 West Atlantic Avenue, Suite 09 Delray 

Beach, FL 33444 Contact: James Barton 954-914-8488 
Yes Yes Yes Yes Yes 

18 
Keith and Schnars 6500 North Andrews Avenue Fort Lauderdale, FL 33309 

Contact:  Bruce Reed 954-776-1616 
Yes Yes Yes Yes Yes 

19 
Kimley Horn 600 North Pine Island Road, Suite 450 Plantation, FL 33324 

Contact: James Sumislaski 954-535-5100 
Yes Yes Yes Yes Yes 

20 
Master Consulting Engineers, Inc. 5523 W. Cypress Street, Suite 200 Tampa, FL 

33607 Contact: Alberto Castellon 813-287-3600 
Yes Yes Yes Yes Yes 

21 
McCafferty Brinson Consulting, LLC 633 South Andrews Avenue, Suite 402 

Fort Lauderdale, FL 33301 Contact: Frank A. Brinson 954-797-7100 
Yes Yes Yes Yes Yes 

22 
Metric Engineering, Inc. 13940 SW 136th  Street, Suite 200 Miami, FL 33186 

Contact: Robert Linares 305-235-5098 
Yes Yes Yes Yes Yes 

23 
Miller Legge 5747 North Andrews Way Fort Lauderdale, FL 33309 Contact: 

Michael Kroll 954-436-7000 
Yes Yes Yes Yes Yes 

24 
Public Utility Management and Planning Services, Inc. P.O. Box 221890 

Hollywood, FL 33022 Contact: Fred Bloetscher 239-250-2423 
Yes Yes Yes Yes Yes 

25 
R.J. Behar & Company, Inc. 6861 SW 196th Avenue, Suite 302 Pembroke Pines, 

FL 33332 Contact:  Robert J. Behar 954-680-7771 
Yes Yes Yes Yes Yes 

26 
R.J. Heisenbottle Architects, P.A. 2199 Ponce de Leon Boulevard, Suite 400 

Coral Gables, FL 33134 Contact: Richard Heisenbottle 305-446-7799, Ext. 14 
Yes Yes Yes Yes Yes 

27 
Ross Engineering, Inc. 3325 S. University Drive, Suite 111 Davie, FL 33328 

Contact: Robert J. Ross 954-318-0624 
Yes Yes Yes Yes Yes 

28 
SSN Engineering, LLC 1925 NW 18th Street, Suite 30 Pompano Beach, FL 

33069 Contact:  Rubel Siddique 954-944-3272 
Yes Yes Yes Yes Yes 

29 
Song + Associates, Inc. 1545 Centrepark Drive North West Palm Beach, FL 

33401 Contact:  Shelby Todd 561-655-2423 ext. 122 

1 original 

1 digital 

Only 3 copies 

Yes Yes Yes Yes 

30 
Synalovski Romanik Saye, LLC 1800 Eller Drive, Suite 500 Fort Lauderdale, FL 

33316 Contact: Merrill Romanik 954-961-6806 
Yes Yes Yes Yes Yes 

31 
Terracon Consultants, Inc. 5371 NW 33rd Avenue, Suite 201 Fort Lauderdale, 

FL 33309 Contact:  Rutu H. Nulkar 954-741-8282 
Yes Yes Yes Yes Yes 

954-741-8282 

32 
Tierra South Florida, Inc. 2765 Vista Parkway, Suite 10 West Palm Beach, FL 

33411 Contact: Raj Krishnasamy 561-687-8536 
Yes Yes Yes Yes Yes 

33 
Walters - Zackria Architects 1500 W. Cypress Creek Road, Suite 105 Fort 

Lauderdale, FL 33309 Contact: Abbas H. Zackria 954-522-4123 
Yes Yes Yes Yes Yes 





 
 

     
      

 
 
 

 
 

     
 

   
 

 
 

 
 

 
 

 

 
 

 
 

  

 
    

 
 

 

 

 

 

  
 

  
  

  

 

Senior Accountant 

CITY OF DANIA BEACH, FLORIDA 
Classification Description 

CLASSIFICATION TITLE: Senior Accountant FLSA Status:  Exempt 
DEPARTMENT: Finance Union Status: Not Eligible 

WORK OBJECTIVE 

Under general direction of the Controller performs professional accounting work of a technical 
nature in the preparation, maintenance and control of municipal accounting records, systems 
and/or budgets focusing predominantly on City expenditures.  Employees in this classification are 
responsible for accounting work performed in accordance with established procedures and 
regulations.  Work requires the exercise of independent judgment based on knowledge of City 
Management direction, established policies& procedures, and accounting or budgetary practices, 
procedures and principles, and the application of such judgment to daily work transactions. 

ESSENTIAL FUNCTIONS 

The list of essential functions, as outlined herein, is intended to be representative of the tasks performed within this 
classification. It is not necessarily descriptive of any one position in the class. The omission of an essential function does 
not preclude management from assigning duties not listed herein if such duties are a logical assignment to the position. 

 Monitors expenses for departmental accounts; ensures expenditure control and compliance with 
funding and reporting requirements, City policy, and standard accounting procedures. 

 Responsible for review, control, processing, reporting and reconciling of City remittances through the 
Accounts Payable system. 

 Responsible for recording and reconciling fixed assets inventory, including additions, deletions, 
transfers and depreciation of assets at least quarterly (monthly is encouraged) and ensure 
reconciliation with the City’s financial general ledger 

 Constructs spreadsheet applications for financial and management analysis, prepares financial data 
for input into automated financial systems, and generates reports. 

 Responsible for maintaining, monitoring and tracking of all City debt including general debt and State 
Revolving Loans. 

 Assists Controller with review of accounts and reports for month end closings. Review includes 
analysis of the general ledger for accuracy and identifying and recording reconciling entries as 
needed. 

 Reviews expenditure and purchasing documents for availability of funding, mathematical correctness, 
and compliance with City policy and state and federal funding requirements. 

 Analyzes, reconciles, balances, and maintains accounting records; develops budgets and special 
financial reports. 

 Prepares, reviews, and processes budget, revenue, expense, payroll, and related correcting entries 
and may prepare bank reconciliation’s of intermediate complexity. 

 Compiles and reviews statements and/or prepares reports on fund and transaction activities routinely 
and upon request. 

 Perform bank reconciliations. 
 Responsible for oversight of all City purchasing, contracts, and accounts payable controls including 

verifying and ensuring adherence to and compliance with City policies and procedures and applicable 
State or Federal regulations (such as CCNA).  

 Responsible for compliance with vendor verification and identification and issuance of annual 1099 
reporting. 

Revised 2014.06 
2104 
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Senior Accountant 

 Responsible for scheduling and monthly reporting (sorted by contract ending date) of all City 
contractual agreements to include contractor name, description of service, contract start date and 
contract end date. 

 Reconciles payroll journal entries and payroll deductions. 
 Assists in year-end closings and prepare supporting ledgers to auditor as required. 
 Responsible for preparing and filing annual or quarterly state sales tax, fuel tax reports and Federal 

income tax reports. 
 Responsible for monitoring, reporting and reconciling Fund Balance Sheet accounts involved with 

capturing and remitting payroll and payroll related benefit costs, withholding and vendor remittances. 
 Assist in utility billing, reconciliation and customer relationships. 
 Serve as backup  for payroll processing 
 Responsible for oversight, analysis and budget recommendations for common-use City expenditure 

accounts such as electric, water, phone, gasoline, etc. 
 Provides technical information and assistance to other accounting personnel, department managers 

and other staff regarding accounting requirements and the use of automated systems. 
 Applies complex policies and procedures to area of responsibility, keeping precise records. 
 Assists the development of new or revised procedures to simplify and improve operations and 

services rendered. 

ADDITIONAL POSITION FUNCTIONS  

Performs related duties as directed when such duties are a logical and appropriate assignment to 
the position. 

MINIMUM QUALIFICATIONS 

Bachelor’s degree in Accounting or in a related field; added preference for Master’s Degree and/or 
active certification as a CGFO, CGFM or CPA; supplemented by three years responsible experience 
in analyzing, reconciling, balancing and maintaining complex accounting records to include 
expenditures, budgeting, capital projects, debt and payroll; or an equivalent combination of 
training, education and experience. 

PHYSICAL REQUIREMENTS 

Tasks involve the ability to exert light physical effort in sedentary to light work, but which may 
involve some lifting, carrying, pushing and/or pulling of objects and materials of light weight (15-
20 pounds). 

ENVIRONMENTAL REQUIREMENTS 

Work is performed in usual office conditions with rare exposure to disagreeable environmental 
factors. 

Revised 2014.06 
2104 
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________________________________  __________________________________ 

________________________________  __________________________________ 

________________________________  __________________________________ 

Senior Accountant 

The City of Dania Beach is an Equal Opportunity Employer. In compliance with Equal Employment 
Opportunity guidelines and the Americans with Disabilities Act, the City of Dania Beach provides reasonable 
accommodation to qualified individuals with disabilities and encourages both prospective and current 
employees to discuss potential accommodations with the employer. 

I have read and understand this classification description and hereby certify that I 
am qualified to perform this job, with or without reasonable accommodation. 

Name (print) Supervisor’s Name (print) 

Employee Signature Supervisor’s Signature 

Date  Date 

Revised 2014.06 
2104 
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Mbiza, Ommet 

From: Navarro, Ronnie 
Sent: Tuesday, September 27, 2016 2:29 PM 
To: Stevens, Tania; Kaine, Brad; Bach, Rachel; LaFerrier, Marc 
Subject: RE: RFP Engineering - Qualifications Evaluation 

Based on our discussions earlier below are the finalists, for your final review. 

RPF Architecture, Engineering, 
Surveying, Landscaping 
Architects including Structural, MEP Engineers 

CPZ Architects, Inc.4316 West Broward Boulevard Plantation, FL 33317 
1 Contact: Chris Zimmerman 954-792-8525 

Cartaya & Associates Architects P.A. 2400 E. Commercial Boulevard, Suite 
2 201 Fort Lauderdale, FL 33308Contact: Mario M. Cartaya 954-771-2724 

Walters - Zackria Architects 1500 W. Cypress Creek Road, Suite 105 Fort 
3 Lauderdale, FL 33309, Contact: Abbas H. Zackria 954-522-4123 

Geotechnical Engineering 
Tierra South Florida, Inc. 2765 Vista Parkway, Suite 10 West Palm Beach, FL 

4 33411 Contact: Raj Krishnasamy 561-687-8536 
Terracon Consultants, Inc. 5371 NW 33rd Avenue, Suite 201 Fort Lauderdale, 

5 FL 33309 Contact:  Rutu H. Nulkar, 954-741-8282 

Municipal Engineering, Surveying, and Planning 
Public Utility Management and Planning Services, Inc. P.O. Box 221890 

6 Hollywood, FL 33022 Contact: Fred Bloetscher 239-250-2423 

7 Carnahan Proctor Cross 814 Military Trail  Deerfield Beach, FL  33442 
Calvin, Giordano & Associates, Inc. 1800 Eller Drive, Suite 600Fort 

8 Lauderdale, FL 33316 Contact: Shelley Eichner 954-921-7881 
Craven Thompson & Associates, Inc. 3563 N.W. 53rd  StreetFort Lauderdale, 

9 FL 33309 Contact: Patrick J. Gibney 954-739-6400 
Chen Moore & Associates   500 West Cypress Road, Suite 630, Fort 

10 Lauderdale, FL  33309 
EBS Engineering, Inc. 4715 NW 157 Street, Suite 202 Miami, FL 33014, 

11 Contact: Benjamin S. Essien 954-397-7787 

Transportation and Traffic Engineering 
Caltran Engineering Group, Inc. 730 N.W. 107th  Avenue, Suite 115, Miami, 

12 FL  33172 Contact: Juan S. Calderon 786-456-7700 
R.J. Behar & Company, Inc. 6861 SW 196th Avenue, Suite 302 Pembroke 

13 Pines, FL 33332 Contact:  Robert J. Behar, 954-680-7771 
1 



  

       

 

 
 
 

       
         

             

 
 

 
 

 
 

 
       

 
                                     

                 
 

                                           
 

 
 

 
 

 
 

 
 

 
 
 

Urban Design and Landscape Architecture 
EDSA, Inc. 1512 E. Broward Boulevard, Suite 110 Fort Lauderdale, FL 33301 

14 Contact: Kona A. Gray 954-523-3330 
Metric Engineering, Inc. 13940 SW 136th  Street, Suite 200, Miami, FL 33186 

15 Contact: Robert Linares 305-235-5098 

Ronnie S. Navarro, PE 
Deputy Director | City Engineer 
Office 954‐924‐6808 ext 3615 | Fax 954‐923‐1109 

From: Stevens, Tania  
Sent: Monday, September 26, 2016 3:14 PM 
To: Navarro, Ronnie; Kaine, Brad 
Subject: RFP Engineering - Qualifications Evaluation-Working Doc MTG 091616.xlsx 

Hi Ronnie and Brad, 

I reviewed the technical qualifications of all the vendors based on length of experience and my scores agreed with 
Brad’s. I have attached the spreadsheet for your reference. 

Please let me know if there is anything else needed, and if not, I will see you tomorrow morning at the committee 
meeting. 

Thanks, 

Tania 

Tania Stevens 
Senior Accountant 
City of Dania Beach 
954-924-6800 X3671 
tstevens@daniabeachfl.gov 

2 

mailto:tstevens@daniabeachfl.gov




   

  
 

 
    

 

 

 

  

  

   

  

    

  

  

     

    

   

  

   

     

  

  

RFQ No. 16-004 

Exhibit A - CONSULTANT'S QUALIFICATION MATRIX 

ID Name of Consulting Firm Civil Engineering 
Architectural and 

Building Services 

Utilities 

Engineering 

Transportation 

Planning and 

Engineering 

Land & Route 

Surveying 

Geotechnical 

Engineering 

Environmental 

Engineering 

Landscape 

Architecture 

General 

Consulting 

Engineering 

1 CPZ Architects, Inc. Qualified 
2 Cartaya & Associates Architects P.A. Qualified 
3 Walters - Zackria Architects Qualified 
4 Tierra South Florida, Inc. Qualified 
5 Terracon Consultants, Inc. Qualified 

6 
Public Utility Management and Planning 

Services, Inc. Qualified Qualified Qualified 
7 Carnahan Proctor Cross Qualified Qualified Qualified Qualified 
8 Calvin, Giordano & Associates, Inc. Qualified Qualified Qualified Qualified Qualified Qualified 

9 Craven Thompson & Associates, Inc. Qualified Qualified Qualified Qualified Qualified Qualified 
10 Chen Moore & Associates Qualified Qualified 
11 EBS Engineering, Inc. Qualified Qualified Qualified 
12 Caltran Engineering Group, Inc. Qualified 
13 R.J. Behar & Company, Inc. Qualified 
14 EDSA, Inc. Qualified 
15 Metric Engineering, Inc. Qualified Qualified Qualified Qualified Qualified Qualified 





 

 
                 

                  
                  

                   
              

                 
                 

                
            

 
         

 
  

 
    
     

 
 

                      

 

                 
               

       
 

From: Kaine, Brad 
To: Navarro, Ronnie 
Subject: FW: Award of Architect, Engineering and Other Professional Services; 
Date: Monday, October 10, 2016 1:02:28 PM 
Attachments: image001.jpg 

FYI 

From: Ansbro, Tom 
Sent: Monday, October 10, 2016 1:00 PM 
To: Satterfield, Nicki; Wygladalski, Lori 
Cc: David M. Wolpin; Anthony C. Soroka; LaFerrier, Marc; Kaine, Brad; Stilson, Louise; Segal, Adam; 
Donnelly, Colin 
Subject: RE: Award of Architect, Engineering and Other Professional Services; 

As discussed with Brad several minutes ago, we need to stay within the parameters of the RFQ. The 
Resolution alludes to a maximum pool of 10 firms, but proposes 15. I reviewed the RFQ; there is no 
“maximum” of 10, so the 15 firms can remain (sorry, Brad; I was relying on the Reso which appears 
to be in error on that point; Nicki also noted there was no such limitation). Also, as Nicki points out, 
the bid committee listed several categories that do not appear in the RFQ. Those recommendations 
need to be revised so the categories mirror the specified categories in the RFQ. For the rankings, if 
and when three or more respondents fit into a category, please put them in the category list and 
recommend the top firm in each (there may not be three respondents in several categories; need to 
list all qualified respondents in the relevant category even if less than 3). 

Other points are still being evaluated per Nicki’s questions below. 

Thomas J. Ansbro 
City Attorney 
City of Dania Beach, Florida 
100 W Dania Beach BLVD, 33004 
954-924-6800 x3635 

“Established in History, Preparing for Tomorrow” 

City Logo 

Please Note: Florida has a very broad public records law. Most written communications to or from City Officials 
regarding City business are public records available to the public and media upon request. Your e-mail 
communications may therefore be subject to public disclosure. 

From: Satterfield, Nicki 
Sent: Monday, October 10, 2016 11:21 AM 
To: Wygladalski, Lori; Ansbro, Tom 
Cc: David M. Wolpin; Anthony C. Soroka; LaFerrier, Marc; Kaine, Brad; Stilson, Louise; Segal, Adam; 
Donnelly, Colin 
Subject: RE: Award of Architect, Engineering and Other Professional Services; 
Importance: High 

mailto:bkaine@daniabeachfl.gov
mailto:rnavarro@daniabeachfl.gov



 
 

 
                  

               
                

                
                 

 
         

 
        

             
           

               
              

              
       

 

 
    

 

  
 

                     
 

                      
               

 
                      

            
                
 

 
                         

             
             

               
                 
        

Hi Tom, 

As discussed, it is imperative that this award be done with the utmost care to ensure the City is 
compliant not only with state statute but its own charter. Attached is the resolution, memo, related 
emails, and RFP for the proposed contract award. As I mentioned I am not comfortable with the 
wording of the resolution as currently written, but do not propose to understand or know the proper 
way to write this. I believe this will have much to do with the intent of the resolution. 

As such I bring up the following questions or concerns: 

1. The RFP is for Architectural, Surveying, Landscape Architecture, and Engineering 
Consulting Services. Resolution is written so that it would appear all 15 shortlisted firms are 
interchangeable. However, the attached emails from both Ronnie and Tania reflect perhaps 
the intent to segregate the award among the different disciplines. If this is the case then 
language should be written to address this or perhaps reflected in an Exhibit to the 
resolultion. RFP Page 3 SCOPE of SERVICES states “the purpose of this solicitation is to 
establish a list of consultants for each category.” 

General categories in RFP Page 4 indicate: Civil Engineering, Architectural & Building 
Services, Utilities Engineering, Transportation Planning & Engineering, Land & Route 
Surveying, Geotechnical Engineering, Environmental Engineering, Landscape 
Architecture, and General Consulting Engineering, 
Categories as determined by the bid committee are as follows: Architects including 

Structural, MEP Engineers, Geotechnical Engineering, Transportation and Traffic 

Engineering, Urban Design and Landscape Architecture and lastly Municipal Engineering, 
Surveying, & Planning, 
Can the categories be different or more expanded in detail than the original RFQ? 

2. Resolution is written to allow the City to exceed $25,000 per vendor for single fiscal year. 
This is a potential total of $375K, (15 vendors x $25K) which Finance is not comfortable 
approving. 

3. Resolution - Third WHEREAS clause indicates RFQ was issued to contract with a pool of ten 
(10) qualified consultants; however fifth and last WHEREAS clauses indicates a short-list of 
15 consultants. I could find no language in the RFP relating to the number of consultants to 
be chosen. 

4. RFQ refers to  Page 3 states firms will be evaluated and ranked by category. I do not see any 
ranking and believe this is required under RFQ and/or CCNA? CCNA does provide for 
continuing services contracts as long as firm is chosen within the CCNA guidelines. Within 
CCNA guidelines the agency shall select no fewer than three firms deemed to be the most 
qualified. It is unclear if there are three in each category or if other firms perhaps in the 
categories with less than three were not deemed acceptable. 



 
                       

                
              

            
  

 
       

                    
         

          
         

                  
         
         
       

                   
         

          
           

 
                 

                 
                  
              

 
           

 

 

 
   

   
 

 

 
 

 

5. Resolution the sixth WHEREAS clause calls for a an initial contract of 4 years with two (2) 
additional two (2) year renewals ( a total potential 8 years); however RFP Page 3 states “The 
contract(s) to be awarded under this RFG will be for continuing services with no time 
limitation but with a termination clause. Doesn’t appear the resolution is in conjunction 
with the RFQ. 

6. Other questions: 
· Planning or Study activity under CCNA is limited to $35,000; City Charter 

indicates purchases and contracts in excess of $25,000 must seek 
Commission approval; Charter also indicates annual vendor total in excess of 
$25,000 must seek Commission approval. City charter would still apply 
correct? 

· Engineering relating to construction contracts less than $325,000 can be 
entered into under CCNA. However, City ordinance dictates all construction 
projects get pre-approval from the Commission prior to construction. Again 
anything over $25,000 would require Commission approval yes? 

· Any Planning or Study activity over $35K or engineering related to 
Construction Project in excess of $325K would need Public Announcement 
even if continuing contracts are on file? What method of public 
announcement would be appropriate if not done as an RFQ or RFP? 

As I mentioned Tom, this area is not an area I am comfortable in writing the resolution and 
therefore am seeking counsel to help with this aspect. These are just some of the questions off the 
top of my head but there may be more issues to address that I am unaware of. However, awarding 
the RFQ correctly is equally if not more important than the implementation after the fact. 

Please let me know if Finance can be of any further assistance. 

Nicki 

Nicki Satterfield 
Finance Director 
City of Dania Beach 
954-924-6800 Ext 3609 (P) 
954-922-5619 (F) 
nsatterfield@ci.dania-beach.fl.us 

From: Wygladalski, Lori 
Sent: Friday, October 07, 2016 11:40 AM 
To: Ansbro, Tom; Satterfield, Nicki 
Cc: David M. Wolpin; Anthony C. Soroka; LaFerrier, Marc; Kaine, Brad; Stilson, Louise 
Subject: RE: Award of Architect, Engineering and Other Professional Services; 

Attached RFP. 

mailto:nsatterfield@ci.dania-beach.fl.us


 

 
              

             
              
             

              
                 

                   
                

 
 

  
 
    
     

 
 

                      

 

                 
               

       
 

From: Ansbro, Tom 
Sent: Friday, October 07, 2016 11:35 AM 
To: Satterfield, Nicki 
Cc: David M. Wolpin; Anthony C. Soroka; LaFerrier, Marc; Kaine, Brad; Stilson, Louise; Wygladalski, Lori 
Subject: Award of Architect, Engineering and Other Professional Services; 

Nicki, as discussed last Wednesday, you propose to ask a number of questions involving the 
referenced upcoming award (slated for the October 25 City Commission meeting; would require an 
Addendum to the agenda )as affected by the applicable Florida Statute known as the “Consultants 
Competitive Negotiation Act”, or “CCNA”). You mentioned that we will need direction on the 
parameters of “continuing contracts”, including the length of their effective terms, the impact if any 
of cost thresholds for “study activities” if they are to be performed by an entity under such a 
contract, as well as a number of other related matters. Lori, I’ll need a copy of the RFP as issued, 
please, to send as an attachment, and, Nicki, anything you received from staff that relates to your 
questions. 

Thomas J. Ansbro 
City Attorney 
City of Dania Beach, Florida 
100 W Dania Beach BLVD, 33004 
954-924-6800 x3635 

“Established in History, Preparing for Tomorrow” 

City Logo 

Please Note: Florida has a very broad public records law. Most written communications to or from City Officials 
regarding City business are public records available to the public and media upon request. Your e-mail 
communications may therefore be subject to public disclosure. 





 
 

 
 

 

 

 

PUBLIC NOTICE 
CITY OF DANIA BEACH 

August 29, 2016 

The City of Dania Beach Bid Review Committee will meet in the NW 
Conference Room at Dania Beach City Hall, 100 W. Dania Beach 
Boulevard, at 9:00 a.m. on Friday, September 16, 2016 to evaluate the 
responses to RFQ #16-004 Architectural, Surveying, Landscape 
Architecture and Engineering Consultant Services.   

The meeting is open to the public, however, no public input will be 
allowed. 





 
 

 
 

 

 

 

PUBLIC NOTICE 
CITY OF DANIA BEACH 

September 16, 2016 

The City of Dania Beach Bid Review Committee will meet in the NW 
Conference Room at Dania Beach City Hall, 100 W. Dania Beach 
Boulevard, at 10:30 a.m. on Tuesday, September 27, 2016 to evaluate 
the responses to RFQ #16-004 Architectural, Surveying, Landscape 
Architecture and Engineering Consultant Services.   

The meeting is open to the public, however, no public input will be 
allowed. 





  
   

 
          

      
  

  
           

         
          

        
           

          
         

         
        

          

      
  

  
          

 
  

           
        

         
  

         
    

        
         

         
   

         
   
         

          
          

         

 

OIG Appendix A 
Evaluation Results by Category Applied For 

City of Dania Beach RFQ 16-004 

Architectural and Building Services 

FIRM BK TS RB ML Total 
Category Awarded 

Contract Ranking 
Bermello Ajamil & Partners, Inc. 100 20 90 100 310 1 
CPZ Architects, Inc. 100 20 90 100 310 1 Awarded 
R.J. Heisenbottle Architects, P.A. 90 20 90 110 310 1 
Cartaya & Associates Architects P.A. 90 20 90 100 300 4 Awarded 
Walters - Zackria Architects 100 20 80 90 290 5 Awarded 
BEA Architects, Inc. 90 20 80 90 280 6 
Synalovski Romanik Saye, LLC 80 20 90 90 280 6 
Song + Associates, Inc 55 20 60 90 225 8 

Civil Engineering Services 

FIRM BK TS RB ML Total 
Category Awarded 

Contract Ranking 
Kimley Horn 105 20 90 110 325 1 
Public Utility Management and 
Planning Services, Inc. 105 20 90 110 325 1 Awarded 

Bermello Ajamil & Partners, Inc. 100 20 90 100 310 3 
Carnahan Proctor Cross 90 20 90 110 310 3 Awarded 
Miller Legg 100 20 90 100 310 3 
Calvin, Giordano & Associates, Inc. 95 20 90 100 305 6 Awarded 
Craven Thompson & Associates, Inc. 95 20 80 110 305 6 Awarded 
Chen Moore & Associates 95 20 95 90 300 8 Awarded 
Metric Engineering, Inc. 80 20 85 110 295 9 Awarded 
Caltran Engineering Group, Inc. 90 20 80 100 290 10 
R.J. Behar & Company, Inc. 90 20 80 100 290 10 
EBS Engineering, Inc. 90 20 80 90 280 12 Awarded 
Ross Engineering, Inc. 95 20 70 90 275 13 
Cordova Rodriguez & Associates, Inc. 80 20 70 90 260 14 
Cordova Rodriguez & Associates, Inc. 80 20 70 90 260 14 
SSN Engineering, LLC 70 20 70 90 250 15 
Dredging & Marine Consultants, LLC 70 20 70 80 240 16 



  
   

 
  

        

      
  

  
          

          
        

         
           

        
    

         
         

          
 

        

  
        

      
  

  
 

  

         
         

          
         

          
         

         
          

        

 
 
 
 
 
 
 
 

OIG Appendix A 
Evaluation Results by Category Applied For 

City of Dania Beach RFQ 16-004 

Environmental Engineering Services 

FIRM BK TS RB ML Total 
Category Awarded 

Contract Ranking 
Kimley Horn 105 20 90 110 325 1 
Miller Legg 100 20 90 100 310 2 
Calvin, Giordano & Associates, Inc. 95 20 90 100 305 3 Awarded 
Craven Thompson & Associates, Inc.* 95 20 80 110 305 3 Awarded 
E Sciences, Incorporated 85 20 85 110 300 5 
Metric Engineering, Inc. 80 20 85 110 295 6 Awarded 
EBS Engineering, Inc. 90 20 80 90 280 7 
Synalovski Romanik Saye, LLC 80 20 90 90 280 7 
Cordova Rodriguez & Associates, Inc. 80 20 70 90 260 9 
Dredging & Marine Consultants, LLC 70 20 70 80 240 10 
*Firm awarded contract in a category it did not apply for. 

General Consulting Engineering Services 

FIRM BK TS RB ML Total 
Category Awarded 

Contract Ranking 
Public Utility Management and 
Planning Services, Inc. 105 20 90 110 325 1 Awarded 

Carnahan Proctor Cross 90 20 90 110 310 2 
CPZ Architects, Inc. 100 20 90 100 310 2 
Miller Legg 100 20 90 100 310 2 
Calvin, Giordano & Associates, Inc. 95 20 90 100 305 5 
Craven Thompson & Associates, Inc. 95 20 80 110 305 5 
Metric Engineering, Inc. 80 20 85 110 295 7 
EBS Engineering, Inc. 90 20 80 90 280 8 Awarded 
Florida Technical Consultants 45 0 75 70 190 9 



  
   

 
  

        

      
  

  
         

        
         

         
        

  
        

      
  

  
  

          
   

        
         

        
  

           
   

        

  
        

      
  

  
          

         
     

          
    

        
   

           
  

         
   

OIG Appendix A 
Evaluation Results by Category Applied For 

City of Dania Beach RFQ 16-004 

Geotechnical Engineering Services 

FIRM BK TS RB ML Total 
Category Awarded 

Contract Ranking 
Tierra South Florida, Inc. 110 20 95 90 315 1 Awarded 
Terracon Consultants, Inc. 90 20 95 90 295 2 Awarded 
R.J. Behar & Company, Inc. 90 20 80 100 290 3 
Cordova Rodriguez & Associates, Inc. 80 20 70 90 260 4 

Land and Route Surveying Services 

FIRM BK TS RB ML Total 
Category Awarded 

Contract Ranking 
Carnahan Proctor Cross 90 20 90 110 310 1 Awarded 
CPZ Architects, Inc. 100 20 90 100 310 1 
Miller Legg 100 20 90 100 310 1 
Calvin, Giordano & Associates, Inc. 95 20 90 100 305 4 Awarded 
Craven Thompson & Associates, Inc. 95 20 80 110 305 4 Awarded 
Metric Engineering, Inc. 80 20 85 110 295 6 Awarded 
R.J. Behar & Company, Inc.  90 20 80 100 290 7 
Avirom & Associates, Inc. 90 20 80 90 280 8 
Cordova Rodriguez & Associates, Inc. 80 20 70 90 260 9 

Landscape Architecture Services 

FIRM BK TS RB ML Total 
Category Awarded 

Contract Ranking 
Kimley Horn 105 20 90 110 325 1 
EDSA, Inc. 95 20 95 110 320 2 Awarded 
Bermello Ajamil & Partners, Inc. 100 20 90 100 310 3 
CPZ Architects, Inc. 100 20 90 100 310 3 
Miller Legg 100 20 90 100 310 3 
Calvin, Giordano & Associates, Inc. 95 20 90 100 305 6 Awarded 
Craven Thompson & Associates, Inc. 95 20 80 110 305 6 Awarded 
Chen Moore & Associates 95 20 95 90 300 8 
Metric Engineering, Inc. 80 20 85 110 295 9 Awarded 
Fernandez-Beraud, Inc. 90 20 80 100 290 10 
Cordova Rodriguez & Associates, Inc. 80 20 70 90 260 11 



  
   

 
          

      
  

  
          
 

   

        
          

        
         

        
        

        
         

 
        

  
         

      
  

  
          

 
  

        
        

   
          

        
         

         
         

 
 

OIG Appendix A 
Evaluation Results by Category Applied For 

City of Dania Beach RFQ 16-004 

Transportation Planning and Engineering Services 

FIRM BK TS RB ML Total 
Category Awarded 

Contract Ranking 
Kimley Horn 105 20 90 110 325 1 
Public Utility Management and 
Planning Services, Inc. 105 20 90 110 325 1 

Carnahan Proctor Cross* 90 20 90 110 310 3 Awarded 
Keith and Schnars 90 20 90 110 310 3 
Calvin, Giordano & Associates, Inc. 95 20 90 100 305 5 Awarded 
Craven Thompson & Associates, Inc. 95 20 80 110 305 5 Awarded 
Metric Engineering, Inc. 80 20 85 110 295 6 Awarded 
Caltran Engineering Group, Inc. 90 20 80 100 290 7 Awarded 
R.J. Behar & Company, Inc. 90 20 80 100 290 7 Awarded 
Cordova Rodriguez & Associates, Inc. 80 20 70 90 260 9 
*Firm awarded contract in a category it did not apply for. 

Utilities Engineering Services 

FIRM BK TS RB ML Total 
Category Awarded 

Contract Ranking 
Kimley Horn 105 20 90 110 325 1 
Public Utility Management and 
Planning Services, Inc. 105 20 90 110 325 1 Awarded 

Carnahan Proctor Cross* 90 20 90 110 310 3 Awarded 
Calvin, Giordano & Associates, Inc. 95 20 90 100 305 4 Awarded 
Craven Thompson & Associates, Inc. 95 20 80 110 305 4 Awarded 
Chen Moore & Associates 95 20 95 90 300 6 Awarded 
Metric Engineering, Inc. 80 20 85 110 290 7 Awarded 
EBS Engineering, Inc. 90 20 80 90 280 8 Awarded 
Ross Engineering, Inc. 95 20 70 90 275 9 
Cordova Rodriguez & Associates, Inc. 80 20 70 90 260 10 
*Firm awarded contract in a category it did not apply for. 





 
 

 

         
 

  
 

          
 

   

        
         

           
         

         
          

         
         

        
         

          
            

           
        

        
        

         
        

            
         

          
          

          
         

           
           

             
            

            
           

            
 

OIG Appendix B 
Evaluation Overall Results 

City of Dania Beach RFQ 16-004 

FIRM BK TS RB ML Total Overall 
Ranking 

Awarded in 
at Least 

One 
Category 

Kimley Horn 105 20 90 110 325 1 
Public Utility Management and Planning 
Services, Inc. 105 20 90 110 325 1 Awarded 

EDSA, Inc. 95 20 95 110 320 3 Awarded 
Tierra South Florida, Inc. 110 20 95 90 315 4 Awarded 
Bermello Ajamil & Partners, Inc. 100 20 90 100 310 5 
Carnahan Proctor Cross 90 20 90 110 310 5 Awarded 
CPZ Architects, Inc. 100 20 90 100 310 5 Awarded 
Keith and Schnars 90 20 90 110 310 5 
Miller Legg 100 20 90 100 310 5 
R.J. Heisenbottle Architects, P.A. 90 20 90 110 310 5 
Calvin, Giordano & Associates, Inc. 95 20 90 100 305 11 Awarded 
Craven Thompson & Associates, Inc. 95 20 80 110 305 11 Awarded 
Cartaya & Associates Architects P.A. 90 20 90 100 300 13 Awarded 
Chen Moore & Associates 95 20 95 90 300 13 Awarded 
E Sciences, Incorporated 85 20 85 110 300 13 
Metric Engineering, Inc. 80 20 85 110 295 16 Awarded 
Terracon Consultants, Inc. 90 20 95 90 295 16 Awarded 
Caltran Engineering Group, Inc. 90 20 80 100 290 18 Awarded 
Fernandez-Beraud, Inc. 90 20 80 100 290 18 
R.J. Behar & Company, Inc. 90 20 80 100 290 18 Awarded 
Walters - Zackria Architects 100 20 80 90 290 18 Awarded 
Avirom & Associates, Inc. 90 20 80 90 280 22 
BEA Architects, Inc. 90 20 80 90 280 22 
EBS Engineering, Inc. 90 20 80 90 280 22 Awarded 
Synalovski Romanik Saye, LLC 80 20 90 90 280 22 
Ross Engineering, Inc. 95 20 70 90 275 26 
Cordova Rodriguez & Associates, Inc. 80 20 100 27 
Master Consulting Engineers, Inc. 75 20 95 28 
Dredging & Marine Consultants, LLC 70 20 90 29 
McCafferty Brinson Consulting, LLC 80 10 90 29 
SSN Engineering, LLC 70 20 90 29 
Song + Associates, Inc. 55 20 75 32 
Florida Technical Consultants 45 0 45 33 
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INTRODUCTION 1 

1.1 PURPOSE 

1.1.1 The purpose of the City of Dania Beach Procurement Manual is to inform and instruct each 

Department, Division, and staff member involved in the purchasing process for the City. The 

various methods of procurement, duties and responsibilities involved in the purchase of 

supplies, materials, equipment and certain contractual services, standard purchase items below 

$25,000.00 and purchases that exceed $25,000.00 are addressed in this Manual. 

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

the course of purchasing activities. When an unusual situation occurs or a difficult legal 

problem arises, the City Manager may approve exceptions to this Policy, when in the best 

interest of the City, so long as the proposed exceptions are consistent with local, state, county 

and federal laws. The final authority for City purchasing procedures is compliance with the law 

itself. 

1.2 POLICY STATEMENT 

1.2.1 The policy contained in this Manual was developed under the authority of state law and local 

and City ordinances to maintain a high ethical standard for all Department directors and 

employees of the City. Failure to comply with the City’s procurement procedures is subject to 

review by the City Manager and Finance Director. 

1.2.2 The City shall make expenditures to promote the best interests of the citizens of Dania Beach. 

The City shall encourage free and unrestricted competition on all purchases, ensuring the 

taxpayers the best possible return on and use of their tax dollars. 
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1.3 GOALS AND OBJECTIVES OF CITY PROCUREMENT 

1.3.1 The goals of City procurement are to purchase quality goods and services, obtain the best 

possible price for goods and services by use of an e bg ffective and efficient process, and 

guard against any misappropriation of any assets obtained. 

1.4 DECENTRALIZED PURCHASING 

1.4.1 The current policy of the City is to maintain a decentralized purchasing process, which will be 

monitored by the Finance Director. Each Department Head or authorized division head within 

this decentralized purchasing function shall be responsible for the function of procurement of 

sufficient and suitable materials, supplies, equipment and services for their using Department 

of the City government, except as otherwise noted. 

1.4.2 A fundamental rule of City procurement shall require review and approval of requested 

expenditures by the Finance Department before costs are incurred or orders placed. Finance 

Department purchases shall be approved by the City Manager or City Clerk. 

1.5 PURCHASING TERMS AND DEFINITIONS 

The purchasing profession uses various terms and definitions that may not be commonly used by other 

disciplines. As used in this Manual, the following terms shall mean: 

After-the-Fact Purchase: purchases are made by City personnel without going through the established 

approvals and procedures. Personnel will be required to submit a detailed explanation for non-compliance 

that will be reviewed by the Finance Department and approved by the City Manager or designee before a 

Purchase Order (PO) can be processed and payment issued to the vendor. 

Title: Procurement Manual Page 5 of 55 



 
 

      
 

      

          

           

 

     

   

          

      

           

   

           

  

   

          

  

       

   

          

        

 

           

  

     

       

  

          

 

CITY OF DANIA BEACH PROCUREMENT MANUAL 2019 

Agreement: All types of binding agreements, including purchase orders of the City of Dania Beach, 

regardless of what they may be called, for the purchasing of supplies, equipment and contractual 

services. 

Bid Award: Acceptance of a bid, offer, or proposal by the proper authority. 

Change Order: An order for a change due to unanticipated conditions or developments, made to a 

contract which has not been completed and which do not alter the character of the work contracted for, 

and which does not vary from the original specification as to constitute a new undertaking. 

City Attorney: The City Attorney of the City of Dania Beach, Florida, and shall, where appropriate to the 

context, include any duly authorized designee. 

City Clerk: The City Clerk of the City of Dania Beach, Florida, and shall, where appropriate to the 

context, include any duly authorized designee. 

City Commission: The City Commission of the City of Dania Beach, Florida. 

City Manager: The City Manager of the City of Dania Beach, Florida, and shall, where appropriate to the 

context, include any duly authorized designee. 

Competitive Bids or Proposals: The solicitation submitted by responsive and qualified bidders or 

proposers as may be specified or required in an invitation to bid or request for proposals. 

Consultants Competitive Negotiation Act (CCNA): The name for Section 287.055 of the Florida 

Statutes concerning the purchasing of architectural, professional engineering, landscape architecture, 

land surveying and mapping services. 

Contract: All types of binding agreements, including purchase orders of the City of Dania Beach, 

regardless of what they may be called, for the purchasing of supplies and contractual services. 

Contractual Services: The rendering of time and effort by a contractor rather than furnishing specific 

supplies. Contractual services shall not include exempt contractual services as more specifically identified 

in the Purchasing Ordinance. 

Cooperative Purchasing: The purchasing conducted by or on behalf of more than one governmental 

entity. 
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CITY OF DANIA BEACH PROCUREMENT MANUAL 2019 

City Standard: The City may select and establish a standard product for reasons of aesthetics, efficiency 

If use, life or maintenance, or where the benefits of uniformity are apparent. The establishment of a 

standard must be competitively procured and only subsequent purchases may then be made based upon 

this qualification, 

City Standard: The City may establish a standard of a product, for aesthetics, efficiency in maintenance, 

and consistency of products.  An established must be bid competitively and the subsequent procurements 

may be made under this qualification. 

Emergency Procurement: A purchase made to alleviate a situation in which there is a threat to health, 

welfare, or safety of the City under certain conditions defined as an emergency by the City, that does not 

allow for the normal, competitive purchasing procedures. 

Formal Bid: A bid which must be submitted in a sealed envelope and in conformance with a prescribed 

format, to be opened and announced at a specified time at a public opening. 

General Services: Services such as janitorial, uniform cleaning, maintenance, and other services for 

which the performance of such activities does not require any unique skill, special background or training. 

Goods: Supplies or anything purchased or available for purchase, other than real property or services. 

Governmental Agency: Any agency of the federal, state, county or local government. 

Invitation to Bid (ITB): A written solicitation for competitive, sealed bids with the title, date, and time of 

the public bid opening designated in it and specifically defining the supplies or contractual services for 

which bids are sought. The Invitation to Bid shall be used when the City can establish precise 

specifications that define the scope of work for which a contractual service is required or that define the 

supplies required. 

Notice of Award: The written notice by the City to the apparent successful bidder or proposer stating that 

upon compliance by the apparent successful bidder or proposer with the conditions in the contract within 

the time specified, the City may sign and deliver the contract. 

“Piggyback Contract”: The City may be authorized to enter into an agreement solicited and awarded by 

another agency to purchase goods or services. The awarding agency and vendor must grant permission 

for the City to take advantage of the awarded pricing and the solicitation must have occurred within 
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CITY OF DANIA BEACH PROCUREMENT MANUAL 2019 

eighteen (18) months from the date the City seeks to contract with the vendor or the bid was renewed 

within that time period. 

Professional Services: Any services such as advice, instruction or specialized work performed by an 

auditor, attorney, doctor, architect, engineer, land surveyor, construction project manager, appraiser, 

expert, consultant or other professional service provider specifically qualified in a particular area. The 

purchasing of professional services does not lend itself to normal competitive bidding and price 

competition alone and may be procured by RFP and selected through competitive selection and 

negotiation. See CCNA Services above, as to state selection requirements. 

Procurement Card or “P-Card”: A type of charge card issued to designated employees to provide for 

purchases of small dollar items that are difficult to plan for. This method of purchasing allows projects to 

continue without the delay of going through the regular check or purchase order process. Prescribed 

limits and permitted commodities are established for each authorized employee prior to receiving the 

card.  

Purchase Order: A document that formalizes a purchase transaction with a vendor and conveys 

acceptance of the vendor’s proposal. A purchase order constitutes a contract between the City and the 

vendor and, as such, is a legal document. 

Quotation: Informal solicitation of price, terms of sale, and description of goods or services to obtain 

competitive prices from multiple vendors, usually for purchases below the amount requiring formal 

bidding. 

Requesting/User Department: Any City Department that uses any goods, services, equipment, or other 

purchases to be obtained in accordance with the policies outlined in this Manual. 

Requests for Proposal (RFP): An RFP is a written solicitation for sealed proposals with the title, date 

and hour of public opening designated. A Request for Proposals shall include, but is not limited to, 

general information, functional or general specifications, and statement of work, proposal instructions and 

evaluation criteria. 

Requests for Qualifications (RFQ): An RFQ is a formal invitation from the City to vendors to submit a 

statement of qualifications for the performance of specified services. The RFQ identifies the desired 

Title: Procurement Manual Page 8 of 55 



 
 

      
 

      

        

          

   

         

          

    

  

           

       

     

 

     

  

        

       

 

        

            

    

 

 

 

 

 

CITY OF DANIA BEACH PROCUREMENT MANUAL 2019 

minimum qualifications for a firm or provider, a scope of work statement, any project requirements, and 

states the relative importance of selection criteria that will be used in compiling the short list of 

prospective firms for further consideration. 

Responsible Bidder or Responsible Proposer: A person who or business entity which has the 

capability in all respects to fully perform the contract requirements, who and which has the experience, 

ability, reliability, capacity, staff, facilities, equipment, financial resources and credit which provides a 

reasonable expectation of good faith performance. 

Responsive Bidder or Responsive Proposer: A person who or business entity which submits a bid or 

proposal is determined to be responsive if the proposal is in substantial conformance with the conditions, 

completion or requirements and specifications identified in an Invitation to Bid, Request for Proposals or 

Request for Qualifications. 

Single Source: Purchases from one selected supplier, even though there are other suppliers that provide 

similar products or services. 

Sole Source: Purchases where there is only one supplier that provides the product or service. Usually 

these are unique products or services that cannot be found anywhere but only through one supplier, 

manufacturer or contractor. 

State Contract: An annual term contract released by the State of Florida Department of Management 

Services Purchasing Division or any other State of Florida Agency (University, College etc.) that may be 

utilized at the option of local government using agencies. 
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ETHICS AND STANDARDS 2 

2.1 PRINCIPLES 

2.1.1 It is the policy of the City that the following ethical principles will govern the conduct of every 

employee involved directly or indirectly in the City procurement process. Any misuse of the 

City’s purchasing power carries various legal or future employment consequences, or both. 

2.1.2 The City also requires ethical conduct from those who do business with the City of Dania 

Beach. Vendors and other business entities are required to adhere to all federal, state, county 

and municipal laws and ordinances. 

2.2 DISCLOSURE OF CERTAIN RELATIONSHIPS 

2.2.1 Vendors or vendor entities wishing to do business with the City, including those who or which 

submit bids on City contracts, make purchases of surplus City property, or participate in any 

other purchase or sales transactions with the City, must disclose any potential conflict of 

interest (which may arise when an elected member or employee of the City seeks to provide 

goods or services to the City for compensation). 

2.2.2 It is the vendor’s or vendor entity’s responsibility to notify the City of a potential conflict of 

interest. It is the responsibility of the City’s representative to inform senior management or the 

Finance Director of a potential conflict of interest by the vendor or vendor entity. Failure to do 

so results in a breach of ethical requirements. 
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2.3 PARTICIPATING IN PROCUREMENTS WITH FAMILY 

2.3.1 It shall be a breach of ethics and requirements for any representative of the City to participate 

directly or indirectly in a procurement activity for the City, and fail to disclose it, when the 

employee knows or should know that: 

(1) The employee or any member of the employee’s immediate family has a financial interest 

pertaining to the procurement; 

(2) A business or organization in which the employee, or any member of the employee’s 

immediate family, has a financial interest pertaining to the procurement; or 

(3) Any other person, business, or organization with whom of which the employee or any 

member of the employee’s immediate family is negotiating or has an arrangement concerning 

prospective employment is involved in the procurement process. 

2.4 PERSONAL GAIN 

2.4.1 It shall be a breach of ethical requirements to attempt to realize unauthorized personal gain 

through employment with the City or by any conduct inconsistent with the proper discharge of 

the employee’s duties. If any such conflict of interest exists, the employee must immediately 

notify the Finance Director in writing and will remove himself/herself from the City’s 

procurement process. 

2.5 INFLUENCE OF A PUBLIC EMPLOYEE AND CONFIDENTIAL INFORMATION 

2.5.1 It shall be a breach of ethical requirements to attempt to influence any City representative to 

violate the standards of conduct set forth by the City. 
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2.5.2 It shall be a breach of ethical requirements for any representative of the City knowingly to use 

confidential information for actual or anticipated personal gain, or for the actual or anticipated 

gain of any person. 

2.6 GIFTS AND GRATUITIES 

2.6.1 City policy prohibits the acceptance of gifts or gratuities from vendors, subcontractors and 

contractors. This includes but is not limited to the use of property or facilities, gift certificates, 

travel, entertainment, or other items of value extended to employees or their families. 

2.6.2 Generally, edible goods are acceptable in accordance with the City ethics code, if shared with 

the entire Department staff and will not violate the gift prohibition unless it appears to be 

intended to influence a purchasing decision. If anyone is in doubt whether a transaction 

complies with this policy, the individual should disclose the transaction to the Finance Director 

for interpretation. 

2.7 KICKBACKS 

2.7.1 It shall be a breach of ethical requirements for any payment, gratuity, or offer of employment to 

be made by or on behalf of a subcontractor under a contract to the prime contractor or higher 

tier subcontractor for any contract for the City, or any person associated with the person or 

entity, as an inducement for the award of a subcontract or order. 

2.8 PURCHASE OF MATERIALS, EQUIPMENT, AND SUPPLIES FOR PERSONAL USE 

2.8.1 No City representative may purchase City property for his or her own personal use unless 

purchased through the City’s public auction or through the sealed bid procedures of the City. 

This includes new and used equipment, materials, or supplies. 
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2.9 CONE OF SILENCE 

2.9.1 The City of Dania Beach imposes a “Cone of Silence” for certain City purchases of goods and 

services. During the Cone of Silence, the following is prohibited: any communication regarding 

the proposal between a potential vendor, service provider, proposer, lobbyist, consultant or any 

other person or entity, and City and professional staff including, but not limited to, the City 

Manager and members of the City Commission. 
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VENDOR PERFORMANCE 3 

3.1 VENDOR RELATIONS 

3.1.1 City staff shall conduct their dealings with vendors in a professional manner, promote equal 

opportunity, and demonstrate fairness, integrity, and courtesy in all vendor relations. When 

feasible to do so, vendors located within the City should be utilized for supplies, services, and 

equipment. However, good vendor relations must also be balanced with fair and equitable 

selection, the lack of which may lead to possible conflicts of interest or the appearance of a 

conflict. 

3.2 VENDOR CONDUCT 

3.2.1 It is important that vendors doing business with the City adhere to City, county, state and 

federal policies. Vendors may be prevented from doing business with the City when evidence of 

improper conduct exists. This includes, but is not limited to, fraud, collusion, and attempts to 

improperly influence bids, indictment of the bidder/contractor. 

3.2.2 Vendors shall only accept official forms of payment from the City for purchases, such as a 

check, electronic payment, or a P-Card. Vendors should not accept a non-City form of payment 

(such as cash, personal check, or personal credit card). 

3.3 VENDOR REGISTRATION 

3.3.1 The vendor registration process is administered by the Finance Department. It is City policy 

that all vendors interested in doing business with the City must first register through the online 

portal prior to contacting/meeting with any elected official, department director or employee of 

the City. The City reserves the right to request a detailed expenditure report from any vendor 
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registered in the City’s financial system. Requested reports must be provided in a timely 

manner. The City reserves the right to withhold vendor payments, inactivate vendor records in 

the City database, and prohibit vendors who or which do not abide by City policies from doing 

business with the City. If a business is located within the City, it must have an active business 

tax receipt. 

3.4 VENDOR THRESHOLD LIMITATIONS 

3.4.1 Expenditure or approval of funds from various City departments that may exceed a single 

annual (City fiscal year) vendor total amount of $25,000.00 must be authorized in advance by 

the City Commission by resolution. Expenditures and contracts approved and executed in a 

prior fiscal year by the City Manager or City Commission are excluded from a current fiscal year 

$25,000.00 threshold. 

3.5 GOVERNMENT CERTIFICATE OF EXEMPTION 

3.5.1 The City is exempt from state, county and federal sales and excise taxes. Completion of a 

certificate which states that purchases of property or services are for the exclusive use of the 

government is necessary. The certificate of exemption can only be used for City purchases. It 

is illegal for the exemption to be used for personal purchases or for purchases made by an 

independent contractor. 
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STANDARD INSURANCE REQUIREMENTS 4 

4.1.1 The selected firm or individual for all bids, requests for qualifications (RFQ), and requests for 

proposals (RFP) will be required to name the City as an additional named insured, ordinarily 

subject to the minimum coverages identified below. 

4.2 WORKERS’ COMPENSATION 

4.2.1 Workers’ Compensation shall be maintained by the selected firm or individual for all employees 

engaged in the work under a bid, RFQ or RFP in accordance with the laws of the State of 

Florida. Employers’ Liability Insurance shall also be maintained by the selected firm or 

individual at limits not less than the following: 

$500,000.00 Each Accident 

$500,000.00 Each Employee 

$500,000.00 Policy Limit for Disease 

4.2.2 In no event shall the selected firm be permitted to utilize in the prosecution of the work or services, 

the following: 1) any employee, subcontractor or subcontractor employee who is exempted or 

purported to be exempt from Workers’ Compensation insurance coverage; or 2) any employee, 

subcontractor or subcontractor employee who is or will be covered by an employee leasing 

arrangement. 

4.3 COMMERCIAL GENERAL LIABILITY INSURANCE 

4.3.1 Commercial General Liability Insurance shall be maintained by the selected firm or individual 

with limits not less than the following: 

$1,000,000.00 Bodily Injury & Property Damage-each occurrence 

$1,000,000.00 Personal & Advertising Injury-each occurrence 
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$2,000,000.00 General Aggregate 

$2,000,000.00 Products/Completed Operations Aggregate limit 

$    5,000.00 Medical Payments 

$   100,000.00 Fire Damage Legal Liability 

4.3.2 Coverage shall include Contractual Liability and Independent Contractors Liability. 

4.4 AUTOMOBILE LIABILITY INSURANCE 

4.4.1 Automobile Liability Insurance shall be maintained by the selected firm or individual with a 

combined single limit of not less than $1,000,000.00 Bodily Injury and Property Damage in 

accordance with the laws of the State of Florida, as to the ownership, maintenance, and use of 

all owned, non-owned, leased or hired vehicles. 

4.5 PROFESSIONAL LIABILITY INSURANCE 

4.5.1 Professional Liability Insurance shall be maintained by the selected firm or individual with a 

combined single limit of not less than $1,000,000.00, protecting the selected firm against claims 

of the City for negligence, errors, mistakes, or omissions in the performance of services to be 

performed and furnished by the selected firm or individual. 
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4.6 OTHER REQUIRED INSURANCE COVERAGE 

4.6.1 Other Required Insurance Coverage may be required by the City where unusual operations are 

necessary to complete the work, such as Longshoremen and Harbor Workers’ Exposures, use 

of aircraft or watercraft, use of explosives, and any high risk circumstances. No aircraft, 

watercraft or explosives shall be used without the express advance written approval of the City. 

4.6.2 All insurance minimum coverages extend to any subcontractor, and the general contractor is 

responsible for compliance by all subcontractors. 
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PURCHASING AUTHORITY 5 

5.1 APPROVAL OF CITY PURCHASES 

5.1.1 No employee shall purchase goods or services on behalf of the City without first seeking 

approval as required by this policy. All purchases shall require advance approval of the 

appropriate Department Head, the Finance Director and the City Manager in accordance with 

the guidelines referenced in this manual. 

5.2 DESIGNEE 

5.2.1 When used in these procedures, any title such as City Manager, Finance Director, or 

Department Head is presumed to include that person’s official designee. 
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5.3 PURCHASING AUTHORITY 

5.3.1 City Commission: The City Commission has full authority to incur obligations or expend funds 

in amounts over $25,000.00 whenever it deems it necessary in the City’s public interest. If any 

City purchase increases the total over $25,000.00 per vendor for a current fiscal year, the 

contract must be presented to Commission for approval prior to the order being placed. 

5.3.2 City Manager: The City Manager has full authority to incur obligations or expend funds in an 

amount up to and including $25,000.00 whenever he or she deems it necessary in the City’s 

public interest. 

5.3.3 Finance Director: The Finance Director, by virtue of being the City Manager’s designated 

representative, is responsible for determining if an item is budgeted, if adequate funds are 

available and if proper purchasing procedures were followed. 

5.3.4 Finance Department: The Finance Department (Finance) is the central point for all purchases 

in the City. The Purchasing Designee within the Finance Department is authorized by the 

Finance Director to verify and approve the appropriateness, completeness, and funding 

availability of all standard purchase requests below $25,000.00. The Purchasing Designee is 

responsible for issuing, adjusting, monitoring, and closing of all City purchase orders. 

5.3.5 Department Head: The Department Head is responsible for all department-sanctioned 

purchases and shall be accountable and responsible for all expenditures of his or her 

department. 

5.4 UNAUTHORIZED PURCHASES 

5.4.1 Except for emergencies or other authorized exemptions, no purchase of supplies, services, or 

equipment over 25,000.00 shall be considered approved or final until approved in advance by 
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the City Commission as required by the appropriate approval authority. At no time shall 

purchases be broken down into smaller quantities or specialized activities to avoid the 

requirements stated in this Manual. It is a serious violation of City policy to do so. 
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CONTRACTS 6 

6.1 GENERAL 

6.1.1 A contract is a written agreement for the purchase or disposal of supplies, services, insurance, 

equipment or construction activities. To be effective, a contract must include an offer and 

acceptance in writing by competent parties to furnish goods, services or both for an agreed 

price. 

6.2 AUTHORITY TO SIGN CONTRACTS THAT BIND THE CITY 

6.2.1 Only the City Manager may sign contracts that bind the City except as may be directed by the 

City Commission. This is inclusive of the following items that change the scope, schedule, and 

budget terms of contracts: amendments, change orders, options, extension or renewal letters, 

equipment rental or lease agreements, task orders, work orders, statements of work or similar 

items that modify the scope, schedule times or budget terms of a contract. 
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6.2.2 The City Attorney shall review all documents, contracts, and legal instruments in which the City 

may have an interest. Departments should allow at least ten (10) working days for the review of 

changes to standard contracts and at least thirty (30) working days for the review of all other 

non-standard documents. 

6.2.3 To be valid, a contract must be signed by an authorized representative of the company 

supplying the services, goods or both and the City Manager and other City officials, dependent 

upon the amount and type of contract. A copy of the contract is to be immediately forwarded to 

the City Manager’s office and Finance Director after execution. 

6.3 TYPES OF CONTRACTS 

6.3.1 There are various types of contracts used by the City of Dania Beach: 

.1 Service Agreements. These contracts establish the commitment of a vendor to furnish the 

purchaser's requirements for items or services on an as-required basis. 

.2 Term Contracts. These contracts establish a source of supply for goods or services during a 

specified period of time. 

.3 Requirements Contracts. These are agreements in which the vendor agrees to supply all of 

the purchaser's normal requirements for an item(s) at a specified price during a specified period. 

6.4 CONTRACT PERIOD 

6.4.1 Unless otherwise provided by law, a contract for supplies or services may be entered into for 

any time period deemed to be in the best interests of the City provided the extension beyond 

the current fiscal year, if any, is included in the solicitation and funds are available for the 

current fiscal year at the time of contracting. Payment and performance obligations for future 

fiscal years shall be subject to the availability of funds. 
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6.5 PRICE ADJUSTMENT 

6.5.1 Contracts may be awarded with provisions for upward or downward price adjustments provided 

this allowance is part of the original bid solicitation and the adjustments are based upon a 

nationally recognized or published index or other criteria acceptable to the City. 

6.6 AMENDMENTS 

6.6.1 Any changes to a contract that alter the terms and conditions of a contract, or provide for a 

change in the scope of the contract, must be contained in a formal amendment to the contract 

executed by the same parties as the original contract. 

6.7 CHANGE ORDERS 

6.7.1 Orders for a change to a contract must reasonably and conscientiously be 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 the 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. 

6.7.2 All change orders or changes to rates of approved contracts or agreements that increase or 

decrease the contract cost must be formally recommended in writing by the Department Head 

and approved in writing by the City Manager if the project change order cumulative amount is 

up to $25,000.00, or approved by the City Commission if the project change order cumulative 

amount is above $25,000.00 before work may be authorized to begin. 

6.7.3 All change orders shall be subject to approved Department budget availability. No claim against 

the City for extra work in furtherance of such change order shall be allowed unless the prior 
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written approval has been obtained from the City Manager, notwithstanding any other provision, 

contractual or otherwise. 

6.8 CONSTRUCTION CONTRACT CHANGE ORDERS 

6.8.1 The City shall have the right, based on a clause contained in each construction contract, to 

require changes in quantities, additions or deletions of work or other changes within the original 

intent of the contract. All change orders, where the amount of the entire contract, including the 

cumulative change order amount, is over $25,000.00 shall be approved in advance by the City 

Commission. The approval of change orders equal to or under this amount for both 

construction contracts and professional design services shall be approved in advance by the 

City Manager. 

6.9 AMENDMENTS TO CONSTRUCTION CONTRACTS 

6.9.1 All changes to construction contracts that alter the terms and conditions of the contract or 

provide for a change in scope of the project beyond the original intent must be contained in a 

formal amendment to the contract. Such an amendment must be approved by use of a 

document that is consistent with the formality of the original contract and must be signed by 

individuals holding the positions of the original signatories. If the amendment causes the total 

dollar amount of the contract to move to the next dollar threshold (see Section 5.3 above, 

“Purchasing Authority”, Section 8 “Competitive Procurement and Threshholds” , below, for 

monetary limits), advance approval is required and must be given as identified for that 

threshold. 
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6.10 ONGOING CONTRACT ADMINISTRATION 

6.10.1 After the award of any contract, the user Department must ensure that both the City and the 

vendor are in compliance with all terms and conditions of the contract, including, but not limited 

to, maintaining current insurance certificates. 

6.10.2 In cases where the vendor does not adhere to delivery obligations and specifications or is in 

technical breach of a contract, the user Department must attempt to rectify the situation with 

the vendor and maintain a written record of these attempts. This written record should contain 

specific detailed instances of non-compliance with the contract requirements and a timeframe 

for resolution of the issues involved. 

6.10.3 In cases where the user Department is unable to rectify a breach of contract with the vendor, 

the user Department may recommend to the City Manager or City Commission (depending on 

the amount of the contract) that the contract be cancelled, the vendor be suspended or 

debarred (meaning that the City will no longer conduct business with the vendor), or to begin 

appropriate legal action through the City Attorney. 

6.10.4 The City may, except as may otherwise be provided by the contract, suspend a contract for a 

period not to exceed thirty (30) days following a determination by the City Manager that there 

has been a material deviation by the vendor from the requirements of the contract. Any 

suspension of contract shall be provided in writing to the affected vendor within three (3) 

working days of such determination. The City reserves the right to obtain goods or services, 

which are the subject of the contract, from alternate sources during the suspension period. 

6.10.5 Contracts originally approved by the City Commission shall be terminated only after specific 

City Commission action, unless otherwise approved by the City Attorney for termination. 
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DUTIES AND RESPONSIBILITIES 7 

7.1 GENERAL STATEMENT 

7.1.1 The procurement process is a combined effort of the ordering Department or agency and the 

Finance Department. When both cooperate and work as a team, the results are an efficient and 

properly performed procurement. 

7.2 FINANCE DEPARTMENT DUTIES AND RESPONSIBILITIES 

7.2.1 The following duties and responsibilities shall be adhered to by all members of the Finance 

Department: 

.1 Monitor the procurement of general supplies, services, and equipment to ensure that 

bids/proposals are awarded to the lowest responsive and responsible bidder or respondent when 

required by this policy. 

.2 Identify, evaluate, and utilize purchasing methods which best meet the needs of the City 

(i.e., cooperative purchases, blanket purchase orders, contractual agreements, etc.). 

.3 Participate and designate a representative to attend all bid or proposal evaluation committees 

with the Contract/Project Manager and others as designated by the requesting Department. 

.4 Track expenditures against all bids, requests for proposals and contracts to ensure that the 

amount and value of purchase orders released does not exceed the estimated amount approved 

by the Commission. 

.5 To provide training to department heads, administrative staff, and others involved in the 

purchasing process on the proper use of procurement cards and other purchasing procedures. 

7.2.2 The Finance Department has the ultimate responsibility to utilize cost effective best practices to 

assist in the procurement of quality goods and services that present the best value to the City. 
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These services are offered to all City Departments, agencies of the City, and jointly funded 

governmental entities when funding and payment responsibilities rest with the City. 

7.3 CITY DEPARTMENTS’ DUTIES AND RESPONSIBILITIES 

7.3.1 City Departments are charged with the following responsibilities in the procurement process: 

.1 Insure that all personnel involved in the purchasing process receive appropriate training in the 

implementation of the procedures of this Manual. 

.2 Manage contracts and purchase orders assigned to their Department insuring that vendors 

provide goods or services in accordance with contract terms and receive supplies and materials 

in a timely manner to insure prompt payment. 

.3 Anticipate requirements sufficiently in advance to allow adequate time to obtain goods in 

accordance with the best purchasing practices. 

.4 Conserve, maintain, safeguard, recover, repair and salvage all vehicles, equipment, and 

supplies purchased with City funds. 

.5 Provide a complete and concise description of goods or services required, verify the proper 

budget account(s), and ensure that sufficient funding exists for all City purchases. 

.6 Provide detailed, accurate specifications to ensure that goods, services or both and are 

obtained are consistent with requirements and expectations and prepare purchase orders in 

accordance with instructions so as to minimize the processing effort. 

.7 Inform the Finance Department of any vendor relations problems, shipping problems (e.g.., 

damaged goods, late delivery, wrong items delivered, incorrect quantity delivered, etc.) and any 

situations that could affect the procurement function. 

.8 Minimize urgent and sole source purchases and provide written documentation when such 

purchases may be necessary. 

.9 Review all bids or proposals received for compliance with specifications, and provide written 

documentation as required by City policy. 
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COMPETITIVE PROCUREMENT REQUIREMENTS AND THRESHOLDS 8 

8.1 GENERAL 

8.1.1 Employees are responsible for obtaining quotes for purchases in the instances outlined below. 

When submitting a purchase order request prior to purchase, all quotes shall be attached to the 

purchase request. Purchase order requests submitted without the required quotes or a 

satisfactory explanation as to the reason(s) why quotes were not obtained (e.g., sole source, 

emergency, etc.) will be returned to the requesting Department without approval. 

8.1.2 A requesting Department must never give a vendor the approval to perform a service or deliver 

goods unless a purchase order has been approved in advance by the Finance Department. A 

purchase order is the only legal authorization for purchases over $2,500.00. 

8.1.3 If the Department solicits less than three verbal quotations because of the lack of suppliers, the 

Department Director shall note that explanation on the quote form. The Finance Director 

reserves the right to confirm the lack of availability of suppliers for an item or service. 
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8.2 PURCHASES LESS THAN $2,500.00 

8.2.1 Day-to-day purchasing where the estimated cost is under $2,500.00 may occur without prior 

approval; the responsibility still exists for making the most economical purchases. Price checks 

and surveys must be made from time to time to ensure that the price being paid is the best 

price available and that the quality is the best that is required. Purchases cannot be split to 

meet this threshold. 

8.3 PURCHASES BETWEEN $2,501.00 AND $5,000.00 

8.3.1 Expenditures for goods, services, or construction where the estimated cost is between 

$2,501.00 and $5,000.00 can only be made after obtaining a minimum of three (3) price 

quotations and the issuance of a purchase order. Verbal quotes may be solicited by telephone, 

fax, or by mail (written is preferred). Quotes shall be obtained in a manner that allows an 

“apples-to-apples” comparison for similar items that reflect the same quantity and quality of 

item specified. The Informal Quote Form must be obtained and attached in the City’s 

accounting system as supporting documentation. Purchases cannot be split to meet this 

threshold. 

8.4 PURCHASES BETWEEN $5,001.00 AND $25,000.00 

8.4.1 Expenditures for goods, services, or construction where the estimated cost is between 

$5,001.00 and $25,000.00 shall only be made after obtaining a minimum of three (3) written 

price quotations and the issuance of a purchase order. Quotes must be received on the quoting 

vendor’s letterhead with a signature, or must be received in an e-mail from the vendor. Quotes 

shall be obtained in a manner that allows an “apples-to-apples” comparison for similar items 

that reflect the same quantity and quality of item specified. Quotes shall be obtained and 
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attached in the City’s accounting system as supporting documentation. Purchases cannot be 

split to meet this threshold. 

8.5 PURCHASES OVER $25,000.00 

8.5.1 Purchases for services, supplies, and equipment where the estimated cost is greater than 

$25,000.00 require a formal bid process, and always require City Commission approval by 

resolution as well as a purchase order. Some purchases require competitive bidding under 

state or federal law, if circumstances do not permit competitive bidding (e.g. sole source 

provider); City Commission waiver of competitive bidding is required. Purchases cannot be 

split to meet this threshold. 
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PURCHASE ORDERS 9 

9.1.1 A fully executed purchase order (PO) is the user Department’s authority to purchase goods or 

services. A purchase order must reflect the anticipated total amount of business to be done 

with a single vendor for the fiscal year. The total shall not be broken, split or divided into 

smaller amounts to avoid the crossing of a dollar threshold with additional approval 

requirements, including the requirement for formal competitive vendor selection. 

9.1.2 Purchase orders shall be requested by each City Department for purchases of all materials, 

supplies, equipment, and services in excess of $2,500.00, with the exception of those 

previously identified, by submitting a purchase request for each service for each vendor. The 

request must include all three (3) bids or quotes, approved resolution (if required), executed 

contract and appropriate approval levels. Required documentation is indicated in Table 1 

below. 

9.1.3 A purchase order shall be prepared by the Finance Department after it has reviewed the 

request. The review process includes verification of funds availability, appropriate approval 

levels, and presence of supporting documentation in accordance with City procurement 

procedures. 

9.1.4 After the goods or services have been received, the Department Head or designee shall verify 

the order and the unit price(s) authorized and process the invoice for payment in the City’s 

accounting system. 

9.1.5 Without exception, all PO’s must be fully approved before the issuing Department may place 

the order. This is true even when a contract with the vendor has been fully executed. 
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9.1.6 The purchase order reserves (encumbers) the funds within the financial system; funds cannot 

be allocated for other purposes before the transaction has been completed and the purchase 

order has been fully closed out. 

9.2 TABLE 1 – REQUIRED DOCUMENTATION 

BASIS OF PURCHASE SUPPORTING DOCUMENTATION 
Three (3) verbal quotes Informal Telephone Quote form 
Three (3) written quotes Copies of each quote, description of scope of service, 

signed by vendor 
Sole Source - Finance Department approval Sole Source Certification form 
Professional services* Note service category 
Emergency procurement Written justification approved by City Manager 
State contract Copy of contract and resolution and amendments (if any) 
Cooperative purchasing Note entity, attach other entity contract; RFP & 

Amendments (if any) 
Existing contract - other government entity Note entity, attach other entity contract; RFP & 

Amendments (if any) 
Renewal contract Copy of contract, executed by both parties and resolution 
Competitive sealed bidding Copy of contract, executed by both parties and resolution 

NOTE: Consultants Competitive Negotiations Act (the “CCNA”), Florida Statutes Section 287.055) 
applies to purchases of services provided by architects, engineers, landscape architects , 
surveyors and mappers. 
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PURCHASES IN VIOLATION OF THE PROCUREMENT POLICY 10 

10.1 GENERAL 

10.1.1 The Finance Department actively monitors all purchases to ensure adherence to City 

procedures. Purchases may be temporarily halted immediately by the Finance Department if 

the user Department does not strictly adhere to the provisions of City procurement procedures. 

Any purchase made outside of the requirements of this procurement Manual, City procedures 

and prior to the issuance of a purchase order is a violation of City policy and procedures. 

10.1.2 If a purchase occurs outside of the standard procurement process and ratification of the 

purchase is sought, the Department Head must complete a Purchasing Violation Ratification 

Form (Form 2 in Section 16) stating the conditions and circumstances that resulted in a 

violation of policy and procedures. Justification must include the following information: 

1) The circumstances that resulted in the purchasing violation; 

2) The necessity of the purchase and its public purpose; 

3) Evidence that the price charged was fair and reasonable; and, 

4) Actions taken by the Department to prevent recurrence of the purchasing violation 

10.1.3 The Finance Department may conduct reviews of City purchases to ensure compliance with the 

City’s overall purchasing policies outlined in this Manual. 

10.1.4 If a review reveals a policy violation, the Department Head will be contacted and disciplinary 

action will be assessed based on the severity of the violation and identification of the person(s) 

responsible for it. Any violation of the Procurement Manual and City purchasing procedures 

may result in: 

1) Revocation of procurement authority or certain privileges; 

2) Requirement that individuals attending additional training by the Finance Department; and 
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3) Disciplinary action up to and including termination of employment and prosecution to the 

fullest extent permitted by applicable law. 
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PAYMENTS FOR GOODS AND SERVICES 11 

11.1 INVOICES 

11.1.1 Invoices are itemized statements of goods or services provided and are a means of settlement 

of financial obligations. The timeliness of processing invoices may affect the relationship 

between the City and its vendors and must be processed within 30 days of receipt of a correct 

invoice (20 days in the case of construction services), per Florida Statutes, § 218.70, the “Local 

Government Prompt Payment Act”. Invoices should contain the following basic information: 

 Purchase order number (if applicable) 

 Itemized listing of materials or services rendered 

 Packing slips, delivery receipts or both 

 Quantity of each item 

 Unit price with extensions 

 Discount terms, if applicable 

 Services provided, including hours and billing rates where applicable 

 Remittance address 

 Name of the Department receiving the goods or services and contact person(s) 
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11.2 PROCUREMENT CARD 

11.2.1 The Procurement Card, known as a “P-Card”, is a method of direct payment for small 

purchases. A procurement card purchase shall not be split into two or more transactions to 

circumvent the $2,500.00 dollar threshold. The Department Director is equally responsible for 

monitoring compliance with the Procurement Card Program for their respective department. 

(Refer to City of Dania Beach Procurement Card Administrative Policy, FIN-2015-001). 

11.3 CHECK REQUEST 

11.3.1 The Check Request is a standard form (Form 1 in Section 16) used to authorize payment for 

purchases of goods, services or both when it is not practical to issue a purchase order or when 

a vendor will not accept a purchase order. Authorized check request expenditures include: 

 Educational and seminar fees  Membership dues, subscriptions 

 Travel and conferences  Periodicals and publications 

 Vehicle tags and titles  Personnel/payroll related items 

 Refunds  Debt loan and grant payments 

 Licenses and permits  Other items as approved by Finance 

11.4 PETTY CASH 

11.4.1 In some instances it may be necessary for an employee to go to a local store to purchase small 

items, in total under $75.00, without a purchase order. The employee will be reimbursed if a 

Petty Cash Form, signed by the Finance Director, is presented to the cashier at the Utility and 

Billing Services service window in City Hall. 
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FORMAL PROCUREMENT METHODS 12 

12.1 GENERAL 

12.1.1 Formal bid/proposal solicitations are required to be issued when the cost of a procurement 

(purchase, lease, or rental) exceeds $25,000.00. Awards exceeding $25,001.00 or more must 

be approved by resolution of the City Commission. 

12.2 INVITATION TO BID (ITB) 

12.2.1 An ITB is normally issued to obtain bids for products and in some cases, general services for 

which requirement specifications are fully known and clearly stated. In the case of an ITB, the 

contract award is usually made to the bidder who or which is responsive to all stated bid 

requirements, determined to be responsible to perform the contract in a timely and quality 

manner, and who or which offers the most advantageous cost to the City. At an ITB public bid 

opening, the name of each bidder, items bid and bid prices are publicly read aloud and 

recorded. 

12.3 REQUEST FOR PROPOSALS (RFP) 

12.3.1 An RFP may be issued to obtain proposal offers for professional services, general services, 

high-tech equipment and software and certain products where performance, maintenance, and 

supply factors are determined to be critical to the City. In the case of an RFP, the contract 

award is usually made to the most responsive and responsible proposer to meet the stated 

evaluation criteria of the City. Price or cost as a factor represents only one of the evaluation 

criteria. At a public RFP proposal opening, the name of each proposer and a “proposal” or "no 

proposal" statement is publicly read aloud. Prices and proposal information are kept 

confidential until after contract award, as authorized by state law. 
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12.4 REQUEST FOR QUALIFICATIONS (RFQ) 

12.4.1 A written Request For Qualifications (RFQ) is issued for all purchases above $25,000.00, or for 

smaller purchases when special terms and conditions or requirements and specifications are 

needed (e.g.., insurance or performance bonding, etc.) or when it is critical that performance 

requirements be completely understood and accepted by the supplier or service provider. 

12.5 FORMAL BID/RFP/RFQ SOLICITATIONS AND OPENINGS 

12.5.1 Whether an RFQ, ITB or RFP is involved, all received bid/proposal responses are to be date 

stamped, bidder's/proposer's/respondent’s name on envelope/package is to be recorded, and 

then filed unopened in a locked "bid" cabinet. The response envelope/package shall remain 

unopened until the designated time and date for public opening. At the time and date stated for 

the public bid/proposal opening, the City Clerk, and members of the Bid Evaluation Committee 

identified with the solicitation shall open bids or proposals before witnesses and read the 

appropriate information aloud. 
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EXCEPTIONS TO COMPETITIVE PROCUREMENT 13 

The following are exceptions to the requirements of the competitive procurement process. Exceptions 

must be pre-approved by the City Manager, the Finance Director or both. Refer to the City Code of 

Ordinances for further details. Purchases not subject to competitive procurement requirements must 

still have the same levels of approval as purchases subject to the regular competitive procurement 

process. 

13.1 STATE OF FLORIDA CONTRACTS 

13.1.1 The City may utilize a State of Florida contract or contract with other Florida governmental 

entities or associations in Florida affiliated with state agencies (such as counties, the Florida 

Sheriffs’ Association and the Florida Fire Chiefs' Association). The City may also utilize United 

States government contracts, provided that the contract is based strictly on competitive bidding 

and not on any preference, and provided that the form of the contract is acceptable to the City 

Attorney. 

13.2 COOPERATIVE AGREEMENTS/CONTRACTS 

13.2.1 Cooperative purchasing is a process by which two or more jurisdictions cooperate to purchase 

items from the same vendor. This form of purchasing has the benefits of reducing 

administrative costs, eliminating duplication of effort, lowering prices, sharing information and 

taking advantage of expertise and information that may be available in only one of the 

jurisdictions. Cooperative purchasing transactions must be legitimate and enforceable. There 

must be mutuality between buyers and sellers and a commitment on the part of participants in 

the cooperative purchasing process to purchase from the successful vendor. The City may 

utilize cooperative agreements or contracts, provided that the contract is based strictly on 
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competitive bidding and not on any preference, and provided that the form of the contract is 

acceptable to the City Attorney. 

13.3 GOVERNMENTAL AGREEMENTS/CONTRACTS 

13.3.1 The City may also utilize other governmental entity (other cities or counties) agreements or 

contracts, provided that the contract is based strictly on competitive bidding and not on any 

preference, and provided that the form of the contract is acceptable to the City Attorney. 

Utilizing other government entity’s contract shall only be permitted if such purchases are made 

pursuant to a competitive bid obtained within the last eighteen (18) months (or as such bid may 

have been extended by the vendor, supplier, contractor or other similar person, subject to the 

same conditions as the original bid). 

13.4 PROFESSIONAL SERVICES PURSUANT TO FS § 287.055 (CCNA) 

13.4.1 Procurement of architectural, professional engineering, landscape architecture, registered 

surveying and mapping services are governed by the Florida law known as the Consultants 

Competitive Negotiation Act (CCNA) per FS § 287.055. Selection factors are based on 

capabilities, adequacy of personnel, past record, professional designations, and expertise and 

experience of firms and their individual professionals. Compliance with this state law is strictly 

required. 
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EMERGENCY PURCHASES 14 

14.1 DEFINITION 

14.1.1 Emergency: A situation or occurrence of a serious nature that could not have been foreseen 

where immediate action is necessary to safeguard the public’s health and safety or to prevent 

further damage to City property. In the event of an emergency affecting the public health and 

safety, the Department Head and City Manager may authorize a vendor to perform necessary 

work, obtain goods or both to resolve such emergency without formal bid solicitation. 

14.2 POLICY 

14.2.1 City policy authorizes the City Manager to approve a waiver of competitive processes when the 

items needed are necessary to maintain a safe operational environment, the loss of which 

would create a situation that would adversely and unduly affect the safety, health or comfort of 

building occupants or otherwise cause loss to the City regardless of the expenditure amount. 

14.3 PURCHASES MADE DURING NORMAL CITY BUSINESS HOURS 

14.3.1 During normal City business hours, the requesting Department shall notify the City Manager 

and Finance Director of the emergency situation and shall provide the Finance Director with the 

following: 

.1 A written statement justifying the need (who, what, when, and where), and nature of the 

emergency 

.2 An authorization of the emergency expenditure and its estimated amount 

.3 The vendor recommended to receive the order; and 

.4 A purchase order entered and approved in the City’s accounting system. 
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14.3.2 The written justification of the purchase shall be signed by the initiating Department Head; once 

approved by the City Manager, a purchase order shall be issued. 

14.4 PURCHASES MADE OUTSIDE NORMAL CITY BUSINESS HOURS 

14.4.1 If a purchase must be made during other than normal business hours, the initiating Department 

Head shall contact the City Manager and request approval to proceed with the emergency 

purchase. The above-mentioned paperwork shall follow the approval of any such emergency 

purchase prior to the close of the next business day. 
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SOLE/SINGLE SOURCE PURCHASES 15 

15.1 DEFINITION 

15.1.1 Sole Source Purchase: Purchases where there is only one supplier that provides the product or 

service. Usually these are unique products or services that cannot be found anywhere but only 

through one supplier, manufacturer or contractor. 

15.1.2 Single Source Purchase: Purchases from one selected supplier, even though there are other 

suppliers that provide similar products or services. 
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15.2 POLICY 

15.2.1 Sole/single source purchases between $2,501.00 and $25,000.00 must be approved by the 

City Manager and Finance Director prior to issuance of a PO. The City Manager and Finance 

Department have discretionary approval in determining whether the purchase requires a seven 

(7) day sole/single source advertisement. Purchases of $25,001.00 and above require advance 

City Commission approval by resolution. 

15.2.2 In accordance with Florida Statute § 287.057(3)(c), goods or services meeting the applicable 

statutory monetary threshold amounts must be advertised for a period of at least seven (7) 

days to allow the vendor community to review the requested goods/services to determine if a 

competitive environment exists for the procurement. Purchases shall require advance 

Commission approval by resolution. 

15.3 GENERAL 

15.3.1 There are various reasons why the City may from time to time use sole/single source 

purchases: 

1. There is no other product or service available that can provide or perform equivalent 

functions comparable to the sole source product or service. For example: even though 

“Gatorade” is manufactured by only one company, there are numerous electrolyte 

replacement drinks that perform the equivalent function. Therefore, “Gatorade” is not 

considered a sole source. 

2. Maintenance or repair calls by the Original Equipment Manufacturer (“OEM”). There are 

cases in which no one except the OEM is able to repair or maintain the equipment, and the 

manufacturer does not have two or more agents to perform these services. There are also 
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cases in which replacement or spare parts are available only from the OEM, and no other 

parts will work. This use may also be needed to avoid the voiding of a warranty. 

15.3.2 NOTE: an item that comes from a single manufacturer is not automatically a “sole source” item. 

Many manufacturers sell their products through distributors. Therefore, even if a purchase is 

identified as a valid “sole brand” or “sole manufacturer,” Departments shall verify whether the 

manufacturer has multiple distributors. If so, competition will be required. 

15.3.3 Sole source purchases for the City are an exception and must be strictly controlled and 

carefully documented. For this reason, the Sole Source Certification form (Exhibit E in Section 

17) must be completed and forwarded to Finance prior to purchase. 
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FORMS REFERENCE 16 

16.1.1 The following forms are included in this section: 

 Check Request 

 Purchasing Violation 

 Notice of Intent to Purchase Sole Source Products/Services 

 Request for Purchase Quotation 

 Piggyback Request 

 Emergency Purchase Request 
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____ Mail to Vendor ____ Hold for Pickup ____ Send to Requesting Department

Vendor Number:

NOTICE

SUITE/APT: ________________________________

G/L Account Number(s) Amount

000-00-00-000-00-00 -$          
000-00-00-000-00-00 -$          
000-00-00-000-00-00 -$          
000-00-00-000-00-00 -$          

Total Check Amount -$          

Requestor: __________________________________ Department: ______________________

Level 1: ___________________________________________ Date:  __________________

Level 2: ___________________________________________ Date: __________________

Level 3: ___________________________________________ Date: __________________

Level 1 - $2,500 or less: Department Head or Designee

Level 2 - $2,501 - $5,000: Above in addition to Finance Director

Level 3 - $5,001 - $25,000: Above in addition to City Manager

Proper documentation is required. All purchases
are tax exempt. Some purchases may require
additional information. Invoice(s) will not be
processed for payment until all required
information is received.

AUTHORITY LEVEL SIGNATURES

Date of Check Request: _____________________

NAME: ____________________________________

ADDRESS: _________________________________

CITY, STATE, ZIP: ___________________________

PURCHASING AUTHORITY SIGNATURES (sign and date)

CITY OF DANIA BEACH
CHECK REQUEST

Complete check request form with the required information. Securely fasten supporting documentation (i.e.,
registration forms, order forms, remittance advice, receipts, and invoices) to the check request. Any
reimbursement must include proof of payment, such as a paid invoice or credit card statement, or receipt. Specify
mailing instructions below. If enclosures must be sent with the check, indicated "Send to Requesting Department".

Invoice # or Description of Services

I hereby certify that the above items have been received or the services performed as stated and that the funds
are available from the budget account(s) indicated above. These expenditures are in compliance with established
policies and procedures of the City of Dania Beach and have not nor will be reimbursed in duplicate.



 
 

      
 

      

  

   
 

           
             

 
 
       

  
 
  

     
                          
 

 
 

    
         
 

                                               
                                                                 

   
 

 
 
 
 
 

 
 
 

  
 

         
 
 
 
 
 
 
 
 
 
 

___________________________________ ______________________ 

CITY OF DANIA BEACH PROCUREMENT MANUAL 2019 

FORM 2 

PURCHASING VIOLATION RATIFICATION FORM 

PURCHASE VIOLATIONS: Except as otherwise specified in the Procurement Manual, only the Finance 
Department is authorized to commit funds for the acquisition of commodities and services on behalf of the 
City.  

The Requesting Department is responsible for implementing all necessary precautions to prevent 
recurrences of purchasing violations. 

Department Head Name and Signature Date 

DATE: DEPT. NAME: 

ITEM(S) PURCHASED: 

SUPPLIER: SUPPLIER’S ORDER OR REF. 
NO.: 

JUSTIFICATION: (Provide reason(s) for circumventing routine purchasing procedures) 

___________________________________ _______________________ 
Finance Director Name and Signature Date 

________________________________ ____________________ 
City Manager Name and Signature Date 
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FORM 3 

NOTICE OF INTENT TO PURCHASE SOLE SOURCE PRODUCTS/SERVICES 

City of Dania Beach 
Finance Department 

100 W Dania Beach Blvd 
Dania Beach, FL 33004 

(954) 924-6800 

Date: 

The products, services or both listed on the attached pages are believed to be of a unique or proprietary 
nature, and therefore only available from one source. This description of products or services intended for 
purchase from sole source is posted in accordance with Florida Statute 287.057(3)(c), and will remain 
posted for a period of seven (7) business days. If you believe you have a “like” product or service that 
provides the exact solution, please submit descriptive literature and detailed technical specifications by 
email to the attention of the individual listed below: 

Procurement Department 
ap@daniabeachfl.gov 

Vendors who or which believe they can meet or exceed the stated requirements must provide convincing 
technical data sufficient to support their position. The City of Dania Beach Finance Department must 
receive replies to this notice no later than 5:00 pm on: (date). 

Response to this notice will be used to determine whether bonafide competition exists. 

Thank you, 

Finance Department 

Attachment: Sole Source Certification 
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__________________________________________________________________________________ 

__________________________________________________________________________________ 

CITY OF DANIA BEACH PROCUREMENT MANUAL 2019 

FORM 4 
SOLE SOURCE CERTIFICATION 

In accordance with Florida Statute 287.057(3)(c), goods or services available only from a single source 
may be exempt from the competitive-solicitation requirements. A sole source determination is not 
effective until the sole source certification request has been electronically posted for seven (7) business 
days without challenge, and subsequently approved in writing by the Finance Director. 

To: _____________________________ Title: _______________________________________ 

From: _____________________________ Title: _______________________________________ 

Subject: __________________________________________________________________________ 

Requested Vendor: ____________________ Cost Estimate: _______________________________ 

Sole Source purchases are defined as clearly and legitimately limited to one supplier. Sole source 
purchases are normally not allowed except when equipment and related parts are clearly unique. 

DESCRIPTION OF PRODUCTS, SERVICES OR BOTH INTENDED FOR PURCHASE 

REQUESTING DEPARTMENT CERTIFICATION STATEMENT 
I certify that the above item, materials or service is a sole source item for the reason indicated above. 

Requestor: _____________________ Department Head: _____________________ 

Print Name Print Name 

Signature: _____________________ Signature: _____________________ 

Date: __________________ Date: __________________ 

FINAL DETERMINATION 

City Manager: ___________________ Finance Director: _____________________ 

Print Name Print Name 

Signature: _____________________ Signature: _____________________ 

☐ Approved ☐ Rejected ☐ Approved ☐ Rejected 

Date: ________________ Date: ________________ 

If this sole source relates to a procurement of general services or tangible property: 
1) the signature of the City Finance Director on this form certifies the sole source has been posted 

for seven (7) business days and has received no challenges; 
2) the sole source is granted as of the date of signature by the City Finance Director; 
3) the signature of the City Finance Director on this form is the final signature required for this sole 

source procurement, unless procurement exceeds $25,000; and 
4) the signature of the City Manager (above) is required; and 
5) this sole source is granted as of the date of signature by the City Manager 
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CITY OF DANIA BEACH PROCUREMENT MANUAL 

FORM 5 

REQUEST FOR PURCHASE QUOTATION 

IMPORTANT: DO NOT disclose any other vendor’s price(s). 
DO NOT place an order. 
DO NOT make a personal commitment. 

Date: ____________________________ 

Department: ____________________________ 

Contact: ____________________________ Phone #: ___________________________ 

AWARDED VENDOR NAME: ___________________________ COST: ______________________ 

FEI# (9 DIGITS): _________________________ 

Description of Product/Service being quoted: ________________________________________ 

____________________________________________________________________________ 

____________________________________________________________________________ 

ACCOUNTS PAYABLE REVIEW: 

Reviewed by: _________________________________  Date: ___________________ 
Print Name 

_________________________________ 
Signature 

2019 

 
 

      
 

      

 

  

   
    
      

   

  

    

          
 

                  

 

 

 

     
    

 
  

  

 
 

   

 
 

   

 
 

   

  
 

   

 
 

   

 

                     
                                                 

                            
                                                   
  

VENDOR 1 VENDOR 2 VENDOR 3 
Name 

Price 

Delivery 

Person Contacted 

Telephone No. 

Terms of Sale 
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FORM 6 

“PIGGYBACK” REQUEST 

Requesting Department Information 

Department:  
Date: _____________ 

Name: 

e-Mail Address:  

Telephone:   

Issuing City/State Entity Contract Information 

City/State Entity:   

Contract Name: 

Contract Number:   

Contract Expiration Date: 

Contract Vendor Name: 

Required Documentation Submitted with Request 

Copy of City/State Entity Contract (Original Bid, Contract including renewals 
and any Amendments) 

☐ Attached 

Contract Vendor’s Approval to Piggyback ( If Applicable) ☐ Attached 

Justification Details 
Describe in detail the goods, services or both being purchased:  

Explain why the City/State Entity Contract should be used: 

Total Estimated Amount: 

☐ One time buy 
Request is for (select one): 

☐ Repetitive purchases 

Purchasing Review Decision 

Reviewed by: Review Date: 

Approved  ☐ Yes ☐ No   Approved by:  Approval Date: 

Approval Period (time frame):  From  To 

Approved Amount (not to exceed): 
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CITY OF DANIA BEACH PROCUREMENT MANUAL 2019 

FORM 7 

REQUEST FOR EMERGENCY PURCHASE 

E-mail Completed Request Form to: Finance Director or Designee 
Department Representative (name): 

E-mail/Telephone: 

Name of Department/Division: 

Request for the Purchase of: 

Requested Supplier (vendor name): 

Cost Estimate (attach invoice/quote): 

Upon approval of the City Manager and Finance Director, emergency purchases may be made to address 
a situation that creates a threat to public health, safety or welfare, e.g. by reason of a flood, storm event, 
epidemics, equipment failure or other similar circumstances. 

Background and Justification (attach additional sheets as needed): 

Department/Division Certification: The information provided above is true and accurate to the best of 
my knowledge; and there is insufficient time and other extenuating circumstances (detailed above) 
creating a public urgency which requires a direct and immediate procurement, in the best interest of the 
City: 

Department Representative (signature): ____________________________ Date: ________________ 
PRINTED NAME 

*********************************************************************************************************************** 
☐ Approved ☐ Rejected 

Finance Director Signature: ________________________ Date: _______________________ 

City Manager Signature: __________________________ Date: _______________________ 
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CITY OF DANIA BEACH PROCUREMENT MANUAL 2019 

FORM 8 
CITY OF DANIA BEACH 

ACKNOWLEDGMENT FORM 

The Procurement Policy is intended to inform and instruct each department, division and staff involved in 
the purchasing process about the formal policy guidelines, processes and responsibilities of the various 
participants. These policies ensure that purchasing is consistent with the City’s fiscal and internal control 
goals. 

Since the information, policies and procedures described in the manual are subject to change, I 
acknowledge that revisions to the Procurement Policy may occur. All policy changes require the 
appropriate authorized approvals before they are implemented. I understand that revised information may 
supersede, modify, or eliminate existing policies. 

I acknowledge that I have received the Procurement Policy, and I understand that it is my responsibility to 
read and comply with the policies contained in the policy and any revisions and updates made to it. 

EMPLOYEE: Click here to enter text. 
(Please print) 

Signature: _____________________________ 

Date: Click here to enter a date. 

DEPARTMENT HEAD: Click here to enter text. 
(Please print) 

Signature: _____________________________ 

Date: Click here to enter a date. 

PROGRAM ADMINISTRATOR: Click here to enter text. 
(Please print) 

Signature: _____________________________ 

Date: Click here to enter a date. 
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1 INTRODUCTION 

1.1 PURPOSE/SCOPE 

1.1.1 The purpose of this document is to establish guidelines that the City of Dania Beach will use 
during bids and other types of solicitations. This includes, but is not limited to, preparation of 
Bids, “Requests for Proposals” (“RFP”), “Requests for Qualifications” (“RFQ”), “Requests for 
Letters of Interest” (“RLI”), review of all responses received, and the selection of a respondent 
or award of a contract. 

1.1.2 Products, services or both exceeding $25,000.00 must be made through the use of a formal 
competitive sealed bidding process. This means that an advertisement for bids will be 
published in a local or similar newspaper (and any non-local newspaper) to fulfill any state and 
federal contract or grant obligation or as deemed necessary by the City. 

1.1.3 Use of these procedures are intended to provide a more uniform approach to the bid and 
solicitation process which will enable the City to efficiently and clearly identify the best qualified 
applicant in the award process and to make appropriate recommendations to the City Manager. 

2 TERMS AND DEFINITIONS 

As used in this policy, the following terms shall mean: 

City: City of Dania Beach, Florida. 

City Clerk: The City Clerk of the City of Dania Beach, Florida, and shall, where appropriate to the 
context, include any duly authorized designee responsible for record keeping, giving notices of meetings, 
taking minutes during bid or selection committee meetings and collection and calculation of tabulation 
sheets. 

City Manager: The City Manager of the City of Dania Beach, Florida, and shall include his or her duly 
authorized designee. 

Evaluation Committee: Consists of the Director of the responsible Department that issues the bid or any 
solicitation, a representative from the Finance Department and any other City employee or outside 
consultant that the City Manager or Department Director may deem necessary or helpful. 

Evaluation Committee Meeting: Joint meetings comprised of appointed committee members to discuss, 
pre- or post-solicitation items, related to the solicitation. Meetings must be publicly posted, open to the 
public and the City Clerk or designee must take minutes. 

Formal Bid: A bid which must be submitted in a sealed envelope and in conformance with a prescribed 
format, to be opened and announced at a specified time at a public opening. 

Invitation to Bid (referred to as “ITB”): A written solicitation for competitive, sealed bids with the title, 
date, and time of the public bid opening designated on it and specifically defining the supplies or 
contractual services for which bids are sought. The ITB shall be used when the City can establish precise 
specifications that define or identify the scope of work, services or items for which a contractual service is 
required or that define the items or supplies required. 

Title: Bid and Solicitations Policy Page 3 of 9 
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Notice of Award: The written notice by the City to the apparent successful bidder or respondent stating 
that upon compliance by the apparent successful bidder or respondent with the conditions in the 
solicitation within the time specified, the City may sign and deliver the contract. No contract becomes 
effective until it is approved and signed by authorized City officials and signed by the other party to the 
contract. 

Request for Proposal (referred to as an “RFP”): A written solicitation for sealed proposals with the title, 
date and hour of public opening designated. An RFP shall include, but is not limited to, general 
information, functional or general specifications, statement of work or services sought by the City, 
proposal instructions, and evaluation criteria. 
Requests for Qualifications (referred to as an “RFQ”): An RFQ is a formal invitation from the City to 
respondents to submit a statement of qualifications. The RFQ identifies the desired and necessary 
minimum qualifications of the respondent, a scope of work statement, any project requirements, and 
states the relative importance of selection criteria that will be used in compiling the short list of 
prospective respondents for further consideration and ultimately, a contract award. 

Responsible Bidder or Responsible Respondent: A person or business entity having the capability in 
all respects to fully perform the contract requirements and the experience, ability, reliability, capacity, 
facilities, equipment, financial resources and credit worthiness which will give a reasonable expectation of 
good faith performance. 

Responsive Bidder or Responsive Respondent: A person who or business entity which submits a bid 
or proposal. The response is determined to be responsive if the proposal is in substantial conformance 
with the conditions, requirements and specifications identified in the bid, proposal or solicitation. 

3 EVALUATION COMMITTEE 

3.1 ESTABLISH COMMITTEE 

3.1.1 Prior to preparation of criteria for any bid or solicitation a Committee should be established by 
the Director of the responsible Department for the proposed project or matter. The Committee 
shall be comprised of the Director of the responsible Department that issues the bid, proposal 
or solicitation and any other employee or outside consultant that the City Manager or Director 
may deem necessary. An approved committee form designating the members must be 
submitted to the City Clerk’s office. 

3.1.2 The Committee may include an engineer, the City Building Official, a Fire Marshall/inspector or 
any other individuals deemed necessary if their expertise is expected to be helpful. 

3.1.3 The Finance Department representative will provide guidance for financial concerns limited to 
budgetary and financial advice unless it is the Finance Department’s solicitation. 

3.2 COMMITTEE MEETING PRIOR TO BID OR SOLICITATION 

3.2.1 A meeting will be scheduled by the responsible Director for the Committee to review the 
proposed project prior to writing the criteria. The goal is to establish the groundwork and 
identify items to be included in the solicitation. The solicitation should be designed to elicit the 
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same basic information from all potential bidders or respondents. The solicitation should be 
specific in design and specifications. Any questions regarding the type of bid, proposal or 
solicitation should be directed to the City Attorney’s office. 

3.2.2 A contact person for respondents shall be designated by the Committee for each solicitation. 
This person can be the Department Director or any other person or Committee member. This 
person will be responsible for communicating with the bidders or respondents and should have 
an in depth knowledge of the solicitation requirements and must be able to answer questions 
posed by bidders or respondents. All communications should be documented and placed with 
the Pre-solicitation checklist. 

3.2.3 The Committee shall define the criteria and, if applicable, the scoring, weighting and 
percentages which are to be used for evaluating the responses for award and incorporated in 
the bid or solicitation. The Committee must design and use a solicitation evaluation form. 

3.2.4 The Committee should establish an estimated timeline for the entire process, which includes a 
date of advertising of the bid or solicitation, pre-bid or pre-solicitation opening meeting, bid-
opening or solicitation opening, review by the Committee and the expected Ctiy Commission 
meeting for awarding the bid or contract. 

3.3 DRAFT DISTRIBUTION AND RESPONSE 

Title: Bid and Solicitations Policy Page 5 of 9 



CITY OF DANIA BEACH BID AND SOLICITATIONS POLICY 2019 

 
 

        
 

        

               
               

             
             

           
   

     

                  
            

 

    

                
                 

    

                
                 
 

                     
        

 

    

               
               

             
        

        

    

                
   

              
        

               
            

3.3.1 The proposal process is a key component to the selection process; therefore, it is imperative 
that it be reviewed prior to its release. The proposal should be submitted by the Department 
Director to all Committee Members via email for their review, revision and comments. All 
responses to the draft document should be returned via email to the Department Director. 
Alternatively, if the Director chooses, a Committee meeting can be scheduled to review the draft. 
All communications should be documented and placed with the Pre-solicitation checklist. 

3.4 FINAL BID OR SOLICITATION 

3.4.1 After all revisions have been made, the final bid or solicitation should be sent to the City 
Attorney, prior to issuance, for final legal review and compliance with City and legal 
requirements. 

3.5 PUBLICATION AND NOTIFICATIONS 

3.5.1 Upon approval by the City Attorney, the Department Director in conjunction with the City Clerk 
will coordinate the advertising of the bid or proposal and the City Clerk will publish the required 
notices and post on the Demand Star website. 

3.5.2 Each public notice shall be photocopied to demonstrate it was posted on the official City 
bulletin board. Such images shall be made part of the official record and maintained by the City 
Clerk.  

3.5.3 Upon publication of a proposal the City’s “cone of silence” policy will be in effect. A copy of the 
policy is attached and incorporated by this reference. 

3.6 SOLICITATION OPENING PROCEDURES 

3.6.1 The Committee should be present at the bid or solicitation opening. Each Committee Member 
will receive a copy of each bid, proposal or response. A Committee Selection Meeting should 
be scheduled at that time to review the responses. Any absent Committee Member must 
request copies of responses from the City Clerk’s office. 

3.6.2 Subsequently, each Committee Member should independently review all responses. 

3.7 COMMITTEE SELECTION MEETING 

3.7.1 The primary goal of this meeting is for all members to discuss any issues and concerns 
regarding the responses. 

3.7.2 A Summary Tabulation of all responses, including scoring, rankings or both if applicable, must 
be prepared and presented to the City Clerk. 

3.7.3 At the conclusion of this meeting, the Committee should issue a recommendation to present to 
the City Manager for selection and award of the contract for the solicitation. 
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3.8 RECOMMENDATION OF AWARD 

3.8.1 The recommendation to award may be the last act of the Evaluation Committee. All original 
Evaluation Committee documents are to reside with the City Clerk. Documents may include 
score sheets, members’ notes, meeting minutes, and any and all documents used by the 
Committee to make their decision. 

3.8.2 The City Clerk shall provide the City Manager with a checklist of documents on file with the City 
Clerk’s Office. 

3.9 Pre-Bid (Proposal, Solicitation) Evaluation Committee Checklist 

Pre-Submission Preparation 
 Director responsible for solicitation _______________________ 

 ___ Members of the Committee are listed below (If more than 5 members, 
please add another sheet): 

1. ________________________ 
2. ________________________ 
3. ________________________ 
4. ________________________ 
5. ________________________ 

City Manager Signature Date 

PRE-BID OR SOLICITATION COMMITTEE MEETING 
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 Initial meeting to establish the groundwork and identify items to be included in the  
evaluations  
 
Date: ________________________   Location: ___________________  
 
Attendees:  

1.  ________________________    
2.  ________________________     
3.  ________________________     
4.  ________________________    
5.  ________________________  
 

 Contact person designated by Committee   for the  solicitation: _____________    

 Determine  evaluation criteria  and  create estimated  solicitation  timeline  

 Create tabulation sheet  

 Create estimated  solicitation  timeline  

 Solicitation  draft distribution  date: _______________________  

 Final solicitation  draft and  checklist sent to City Attorney and City Clerk on:  

    (Date)   

 
________________________        ________________________ 

Department Director Date 

3.9 Post-Bid City Clerk Checklist 

BID OR SOLICITATION OPENING PROCEDURES 

 Acknowledgement of receipt of responses by each Committee member 

PRINT NAMES SIGNATURES DATE 
1. 
2. 
3. 
4. 
5. 

 Committee selection meeting schedule date: _______________________ 

COMMITTEE SELECTION MEETING 
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CITY OF DANIA BEACH BID AND SOLICITATIONS POLICY 2019 

 Individual tabulation sheets submitted: 

PRINT NAMES OF COMMITTEE MEMBERS DATE SUBMITTED 
1. ________________________ 
2. ________________________ 
3. ________________________ 
4. ________________________ 
5. ________________________ 

 Committee recommendation: _______________________ 

City Clerk Signature Date 
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