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If you sell a commodity or service, you may find a 
market at the City of Pompano Beach. The 
Purchasing Divisions contracts for more than $50 
million in goods, services and construction each 
year. 
 
Since the principal objective of the Purchasing 
Division is the acquisition of quality goods and 
services at the lowest cost, meeting specifications, 
we are constantly looking for new sources of 
supply. The City Commissioners of the City of 
Pompano Beach welcome your participation in 
these efforts. 
 
It is easy to do business with the City of Pompano 
Beach. All purchases are made through a 
comprehensive system of specifications and 
competitive bidding which assures that contracts 
are awarded to the lowest bidders who comply with 
specifications, terms and conditions and have the 
capacity to deliver. This booklet has been prepared 
to acquaint you with information you need to enable 
your firm to compete for City of Pompano Beach 
contracts. 
 
The information set forth in this booklet is a generic 
guide. There may be specific questions relating to 
the commodity or service provided by your firm that 
are not answered. If this is true, please do not 
hesitate to call, write, or visit: 

 
CITY OF POMPANO BEACH 

PURCHASING DIVISION 
1190 N.E. 3RD AVENUE, BUILDING C 
POMPANO BEACH, FLORIDA 33060 

(954) 786-4098 

purchasing@copbfl.com 
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——————————————— 
 

RECEIVING BIDS 
 

——————————————— 
 

Bidders Registration. Businesses wishing to do 
business with the City of Pompano Beach are 
encouraged to register online using the eBid System 
portal on the City of Pompano Beach Purchasing 
Division webpage www.pompanobeachfl.gov 
 
When a bidder registers, it allows the Purchasing 
Department to process and catalog information 
about the company, the goods, and the services they 
are able to provide to the City.  Registered Bidders 
will then be notified when City issues a solicitation for 
those types of goods or services. 
 
Businesses can also complete a Vendor Application 
available on the Purchasing Division webpage or at 
the Purchasing Office. All vendors doing business 
with the City must be entered into the City’s vendor 
database as well as the eBids System in order to 
receive payment for the goods and or services they 
provided. The completed Vendor Application 
submitted with a W-9 contains all information needed 
for a business to be added to the City’s vendor 
database of your firm on the automated Bidders List. 
You must provide a current email address to receive 
notices. 
 
Changes in Vendor Information. It is the 
responsibility of each vendor to keep the Purchasing 
Division informed of changes that should be made to 
your vendor information by updating their profile in 
the eBids System. Obvious changes include change 
of address, email, telephone numbers, fax numbers 
and commodity/service changes.  
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Local Business Program 
 
On March 13, 2018, the City Commission approved 
Ordinance 2018-46, establishing a Local Business 
Program, a policy to increase the participation of City of 
Pompano Beach businesses in the City's procurement 
process. 
 
“Local” will be defined as follows: 
 

1. TIER 1 LOCAL VENDOR. POMPANO BEACH 
BUSINESS EMPLOYING POMPANO BEACH 
RESIDENTS. A business entity which has 
maintained a permanent place of business within 
the city limits and maintains a staffing level, within 
this local office, of at least ten percent who are 
residents of the City of Pompano Beach or 
includes subcontracting commitments to Local 
Vendors Subcontractors for at least ten percent of 
the contract value. The permanent place of 
business may not be a post office box. The 
business must be located in a non-residential 
zone, and must actually distribute goods or 
services from that location. The business must be 
staffed with full-time employees within the limits of 
the city. In addition, the business must have a 
current business tax receipt from the City of 
Pompano Beach for a minimum of one year prior 
to the date of issuance of a bid or proposal 
solicitation. 

 
2. TIER 2 LOCAL VENDOR. BROWARD 

COUNTY BUSINESS EMPLOYING POMPANO 
BEACH RESIDENTS OR UTILIZING LOCAL 
VENDOR SUBCONTRACTORS. A business 
entity  which has maintained a permanent place 
of business within Broward County and 
maintains a staffing level, within this local office, 
of at least 15% who are residents of the City of 
Pompano Beach or includes subcontracting 
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commitments to Local Vendors Subcontractors 
for at least 20% of the contract value. The 
permanent place of business may not be a post 
office box. The business must be located in a 
non- residential zone, and must actually 
distribute goods or services from that location. 
The business must be staffed with full-time 
employees within the limits of the city. In 
addition, the business must have a current 
business tax receipt from the respective 
Broward County municipality for a minimum of 
one year prior to the date of issuance of a bid or 
proposal solicitation. 
 

3. LOCAL VENDOR SUBCONTRACTOR.  
POMPANO BEACH BUSINESS. A business 
entity which has maintained a permanent place 
of business within the city limits of the City of 
Pompano Beach. The permanent place of 
business may not be a post office box. The 
business must be located in a non-residential 
zone, and must actually distribute goods or 
services from that location. The business must 
be staffed with full-time employees within the 
limits of the city. In addition, the business must 
have a current business tax receipt from the City 
of Pompano Beach for a minimum of one year 
prior to the date of issuance of a bid or proposal 
solicitation. 
 
You can view the list of City businesses that 
have a current Business Tax Receipt on the 
City’s website, and locate local firms that are 
available to perform the work required by the bid 
specifications.  The business information, sorted 
by business use classification, is posted on the 
webpage for the Business Tax Receipt Division: 
www.pompanobeachfl.gov by selecting the 
Pompano Beach Business Directory in the Shop 
Pompano! Section. 

http://pompanobeachfl.gov/index.php/pages/dev_scv_btr/btr
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Solicitation of Bids and Quotations. The eBid 
System Registered Bidders will automatically receive 
e-mail notifications when Bids, Requests for 
Proposals (RFPs), Requests for Qualifications 
(RFQ’s), Requests for Letters of Interest (RLI’s) or 
other solicitations are issued by the City for the 
goods and services that they provide based. upon 
the Commodity Codes selected when they 
registered. Formal solicitations are issued for 
purchases of $75,000 or more. Bidders can then 
access the solicitation online through the system as 
well  
 

Qualification of Bidders. Qualifications of vendors 
are not reviewed before placement on a mailing list, 
and placement on a mailing list does not mean that 
the Purchasing Division considers your firm to be a 
"responsible bidder." The Purchasing Division 
reviews responsibility on an individual bid-by-bid 
basis, as defined in the General Conditions section 
of the bid. 
 
Publication of Bid Solicitations. You may learn of 
a Bid, Request for Proposals or Request for Letters 
of Interest request from advertisement in the Fort 
Lauderdale Sun Sentinel, from Trade Associations, 
the Dodge Report, or other publications.  
Notifications are also posted in the Purchasing 
Office, on the City’s website and at City Hall. If you 
become aware of a Bid in any manner other than 
receiving an email notice from the City’s eBid 
System, you may obtain a copy of the solicitation by 
registering in the eBid System. 
 
*No formal published advertisements are made for 
Quotation Requests.   
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——————————————— 
TYPES OF PURCHASES 
——————————————— 

 
Formal Bids and Contracts. The Invitation for Bid is a 
formal procurement method (normally for purchases 
$75,000 or more) using legal advertising and a formal 
official opening of bids, open to the public, at a prescribed 
time and date. Contracts resulting from the bid process 
may be of several types: 
 
One Time Contracts (firm or fixed price). These are 
awarded for a specified quantity of goods or services 
according to the terms of the contract; delivery may be in 
one or several shipments. 
 
Open Purchase Orders. These are awarded for 
anticipated amounts during a certain period, usually one 
year, with an option to renew for an additional one-year 
period. The contracts are binding for the full time period 
regardless of quantity. 
 
Construction Contracting. Bids and contracts generally 
follow the format and framework described in this guide. 
They do have additional requirements for Bid surety, 
bonding, wage rates, etc. 
 
Professional Service Contracting. The City publicly 
advertises all requirements for professional services.  
 
The contracts for these services are awarded following 
prescribed procedures as outlined in Florida State Statute 
287.055. 
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Service Contracts. The City contracts for services such 
as maintenance of equipment, janitorial, etc., on either 
Invitation for Bids or Request for Proposals (RFP.) Award 
of these contracts can use factors including but not limited 
to, the price quoted, experience of the firm, management 
ability and other factors in accordance with formulas 
provided for in the Bid or RFP. 
 
Informal Quotations and Contracts. The informal 
quotation process (normally purchases of $20,000 or 
more but less than $75,000) may result in a Purchase 
Order for commodities and services. Informal written 
quotations are solicited in the same manner as written 
bids without the formalities of a public bid  
opening or advertising. 
 
Telephone Quotations. In some situations, using 
agencies of the City are authorized to obtain quotations 
by telephone. You may be assured that such telephone 
quotations have the same integrity as written bids and 
that the lowest responsive and responsible bidder will 
receive the award. 
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——————————————— 
SPECIAL REQUIREMENTS 

OF SOME BIDS 
——————————————— 

 
Many bids are for specialized products or services and 
contain requirements designed to meet specific needs. 
Listed below are some of the more common special 
requirements. 
 
Pre-Bid Conference. Pre-Bid conferences are designed to 
give you, the Vendor, the opportunity to 
delivery/completion information. The majority of these pre-
bid conferences are NOT mandatory and are conducted 
via teleconferencing, as “Go to Meeting” call in option. All 
questions regarding specific information about a 
solicitation must be submitted online through the City’s 
eBid System questions feature and will not be answered 
during the teleconference. 

Join the meeting from your computer, tablet or 
smartphone.  
https://global.gotomeeting.com/join/967226725  

You can also dial in using your phone.  
(For supported devices, tap a one-touch number below 
to join instantly.) United States (Toll Free): 1 866 899 
4679 One-touch: tel:+18668994679,,967226725#  

United States: +1 (571) 317-3117  
One-touch: tel:+15713173117,,967226725#  

Access Code: 967-226-725  

First GoToMeeting? Let's do a quick system check: 
https://link.gotomeeting.com/system-check  

In-person access to the optional pre-proposal meeting 
will be in the purchasing office conference room.   

https://global.gotomeeting.com/join/967226725
tel:+18668994679,,967226725
tel:+15713173117,,967226725
https://link.gotomeeting.com/system-check
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Surety - Bid and Performance. Bid surety is 
designed to assure that Bids are presented in good 
faith and unconditionally may not be unilaterally 
withdrawn. Performance surety assures that a 
contract will be faithfully performed. 
 
Surety is recognized as a possible impediment in your 
bidding, and is not required on the majority of 
purchases made by the City. If surety is required, the 
specific conditions contained in the solicitation will 
indicate the kind and amount of security. If a Bid 
surety is required with the Bid, the Bid will not be 
accepted without it. 
 
Bid Deposit. A Bid Bond executed by a Surety 
company or Cashier's Check may be required to be 
submitted with your Bid as Bid Surety. A personal 
check or a company check of a bidder shall not be 
deemed a valid bid surety. 
 
Performance and Payment Bonds. Bonds shall be 
issued by a Surety Company authorized to do 
business as surety in the State of Florida, which has a 
Resident Agent in the State of Florida. Performance 
and Payment Bonds are mandatory for all construction 
contracts issued by the City valued at $200,000 or 
greater. 
 
Insurance. Whenever a Quotation or Bid requires you 
to provide insurance, the recommended vendor must 
provide this insurance to the City before starting work 
on the project. It will be necessary for you to furnish 
coverage as may be required and in addition must 
name the City of Pompano Beach as an additional 
insured. Samples of insurance requirements are 
normally furnished with the initial solicitation. 
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Addenda/Changes in the Bid. During the course of a 
formal written bid procedure, changes may take place 
affecting the terms or conditions or specifications of the 
bid.  If any addenda are issued to a Bid, the City will notify 
all known prospective bidders via the eBid System.  
However, it shall be the responsibility of each Bidder, 
prior to submitting a bid, to contact the City Purchasing 
Office to determine if addenda were issued and to make 
such addenda a part of their Bid proposal. 
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——————————————— 
HOW TO BID 

——————————————— 
 

Contents of Solicitations. The Bid form contains the 
specifications for the commodity or service being 
purchased, the terms and conditions governing the 
bid, and will become the actual contract if your firm is 
awarded the bid. 
 
Adherence to Specifications. Manufacturer's 
names, trade names, brand information and/or catalog 
numbers listed in a specification are for information 
and establishment of a quality level desired, and are 
not intended to limit competition. You may offer any 
brand that meets or exceeds the specification for any 
item. If Bids are based on equivalent products, indicate 
on the Bid form the manufacturer's name and catalog 
number of the equivalent proposed. You should submit 
with your Bid complete descriptive literature and/or 
specifications. You should also explain in detail the 
reason(s) why and how the proposed equivalent will 
meet the specifications and not be considered an 
exception and submit adequate proof to substantiate 
this claim. The City of Pompano Beach reserves the 
right to be the sole judge of what is equal and 
acceptable. Bids that do not comply with these 
requirements are subject to rejection. If you fail to 
identify a substitute, it will be assumed that you are 
bidding on, and will be required to, furnish goods 
identical to the bid standard. 
 
Bidding Prompt Payment Discounts. You may offer 
a cash discount for prompt payment; however, such 
discounts will not be considered in determining the 
lowest net cost for bid evaluation purposes. Your Bid 
should reflect any unit price discount to be considered 
in the bid evaluation. 
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Public Entity Crimes. The State of Florida Statutes, Section 
287.133, requires political subdivisions and the State to 
refrain from doing business with firms convicted of public 
entity crimes. The specific conditions are contained in each 
solicitation issued by the City. 
 
Drug Free Workplace. The City desires to conduct 
business with vendors who affirm to having or planning to 
put in place a Drug Free Workplace program. The specific 
conditions are contained in each solicitation issued by the 
City. 
 
Submitting the Bid. Bidders must be registered on the 
City’s eBid System in order to view bid documents and 
respond to solicitations. Once you have completed the Bid 
in accordance with the instructions the bid must be 
submitted electronically through the eBid System on or 
before the due date/time stated in the bid document-- no 
Bids are accepted after that time.  
 
All Bids are electronically unsealed in a public forum and the 
list of proposers are read aloud. Bid openings are open to 
the public.  All bidders and/or their representatives are 
invited to be present.   
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——————————————— 
HOW AWARDS 

ARE MADE 
——————————————— 

 
Acceptable Bids. After bids are read and tabulated by the 

Purchasing Staff, they are analyzed by the Using Division 

staff to determine the lowest responsive and responsible 

bid that meets specifications and make a recommendation 

for award.  To be responsive, a Bidder must complete 

all applicable portions of the Bid as instructed.  

Omission of any crucial required information will 

result in automatic Bid disqualification.  In addition, all 

bids must meet the minimum acceptable quality level as 

stated in the specifications.  Failure to meet the 

specifications will also result in disqualification of the Bid; 

however, additional money will not be spent to obtain a 

quality level in excess of that specified. 

 
Awards.  In most instances awards of $75,000 or more are 

awarded by the Pompano Beach City Commissioners.  

Awards of less than $75,000 shall be made by the General 

Services Director with the concurrence of the City 

Manager.  Although the time varies, analysis and award is 

normally completed within ninety (90) days (you will be 

notified in rare instances of exceptions). 

 
Some responses, such as RFP’s and RFQ’s, are reviewed 

and evaluated by a Selection/Evaluation Committee 

comprised of at least three (3) voting members who are 

City staff members and a non-voting representative from 

the Purchasing Division. The selection of voting members 

must be approved by the City Manager. These awards are 

based on specific criteria and judgment of the vendor’s 

experience, qualifications and solution and may take 

precedence over price. All evaluation committee meetings 

are public meetings, open to the public for observation.  
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Tie Bids. In the event that two or more Bids are tied, the 
tie may be broken and the successful Vendor selected by 
the following criteria presented in order of importance and 
consideration: 
 
1. Quality of the items or services bid, if such 

quality is ascertainable. 

2. Delivery time if provided in the Bid by the 

vendors. 

3. Vendor having a drug-free workplace program 

for employees. 

 
Bid Rejection. Whenever it is in the City's best interest, 
the City reserves the right to reject any and all Bids. 
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                    ——————————————— 
VENDOR'S 

RESPONSIBILITIES 
AFTER AWARD 

——————————————— 
 
Contract Performance. After your firm has been 
awarded a contract, the acceptance of your delivery is 
conditional upon inspection by the receiving agency and 
their certification that you have fully complied with the 
terms of the contract. This includes, but is not limited to, 
on-time delivery of the exact items described in the 
Purchase Order. 
 
Non-Performing Vendors. In order to guarantee the 
contract price and ensure delivery of needed products 
and services, the City reserves a contractual right to 
cancel the contract of non-performing vendors. If a 
vendor fails to deliver in accordance with the terms and 
conditions, etc., the non-performing Vendor can be 
debarred from doing business with the City for up to 
three (3) years, along with any legal action deemed 
appropriate. 
 
Change Orders and Modifications. Occasionally, 
after a contract has been awarded, changes occur in 
either price or performance. If the contract provides for 
modifications, it is done by a written Change Order that 
is sent to the Vendor. 
 
Please note that the contract will specifically state the 

circumstances under which changes are allowed. 
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——————————————— 
SALE OF 

SURPLUS ITEMS 
——————————————— 

 
Cars, trucks and a variety of other types of miscellaneous 
equipment used by the City will be sold to the public 
either by Sealed Bid or Public Auction. 
 
Auctions are conducted via the Internet. Notices are 
posted to the Purchasing page of the City’s website, with 
a link to the Auctioneer’s website. 
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——————————————— 
INVOICE AND 

PAYMENT 
PROCEDURES 

——————————————— 
 

The Accounting Division is responsible to ensure that 
all legal and procedural requirements have been met 
before authorizing payments to Vendors. In order to 
facilitate the timely processing of payments to 
Vendors, the Accounting Division must have the 
proper invoice: 
 
Proper Invoice 
 
The Local Government Prompt Payment Act (Chapter 
218 of Florida Statutes) provides that the City may set 
forth the requirements for an invoice to be a proper 
invoice. The requirements of a proper invoice shall be 
set forth in the agreement or contract governing the 
purchase, however, in addition, no invoice submitted 
by a vendor shall be considered a proper invoice 
unless the invoice is an original invoice, is delivered to 
the City in accordance with the purchase order, and 
sets forth the following additional information: 
 

(a) The invoice shall set forth the City purchase order 
number, and the invoice shall correlate to the City 
purchase order number under which the purchase was 
made; and 

 
(b) The invoice shall set forth the name of the business 

organization that is recited in the City purchase order; and 
 
(c) The invoice shall contain the date of preparation; and 
 
(d) The invoice shall contain an invoice number to facilitate 

identification of invoice; and 
 
(e) The invoice shall contain the vendor's 
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federal identification number; and 
 

(f) The invoice shall contain a description of the goods 
or services or property provided to the City; and 

 
(g) The invoice shall contain the delivery terms set 
within the City purchase order; and 

 
(h) The invoice shall contain the location and date of 
delivery of the goods or services or property to the City; and 

 
(i) The invoice shall contain the quantity of the goods 
or services or property provided to the City; and 

 
(j) The invoice shall contain the unit price of the goods 
or services or property provided to the City; and 

 
(k) The invoice shall contain the extended total price of 
the goods or services or property provided to the City; and 

 
(l) The invoice shall contain applicable prompt 
payment discounts. 

 
The Accounting Division must also have 
authorization from the Division purchasing the 
goods or services to pay the amount invoiced.  
 
Mail all original invoices to: 
City of Pompano Beach, Accounting Division 

P.O. Box 1300 
Pompano Beach, Florida 33061-1300 

 
Inquiries regarding payment of invoices can 
be made to the Accounting Supervisor at: 
(954) 786-4686. 
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——————————————— 
 

HELPFUL HINTS 
 

——————————————— 
 

Doing business with the City of Pompano Beach 
is not as difficult as you may envision. Some 
helpful hints to a business interested in selling 
include: 
 

 Bid Deposits/Bonds (if required) must accompany 
the Bid. 
 

 Group Awards - all items within the group must be 
bid to be considered for award. 
 

 Support literature, if requested must be submitted 
with the Bid submittal. 
 

 Items quoted must be delivered with no 
substitution unless prior approval has been given. 
 

 Read the Bid solicitation closely to understand 
what the requirement is and how it is to be 
answered. 
 

 Submit questions in the eBid system using the 
Question and Answer feature to clear up any 
doubt. 
 

 Shall/Will or Must - mandatory; expresses a 
requirement binding on the vendor/bidder. 
 

 Should or May - non-mandatory provisions. 
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Note: Equivalent - Items offered must be equivalent as to 
function, basic design type and quality of material, 
method of construction and any required dimensions. 
 
 
Addenda to Bid. The City reserves the right to amend 
any Bid prior to the Bid opening date.  Only addenda 
issued in the eBid System will be binding.  If, upon review, 
material errors in specifications are found, contact the 
Purchasing Division immediately, prior to the Bid opening 
date.  This will allow for review and subsequent 
clarification on the part of the City. 
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—————————————— 
ORGANIZATION 

AND 
TELEPHONE NUMBERS 

—————————————— 
 

General Services Department 
Purchasing Division 
1190 N.E. 3rd Avenue 

Building C (front) 
Pompano Beach, Florida 33060 

 
Otis J. Thomas, CPPB, FCCM 

General Services Director 
 

Jill Klaskin Press, CPPO 
Purchasing Supervisor 

 
Jeffrey English 

Purchasing Agent 
 

Tammy R. Thompkins 
Purchasing Agent 

 
Judy Rodriguez 

Buyer 
 

Michael Lee 
Office Assistant II 

 
Telephone (954) 786-4098 

Fax (954) 786-4168 
Email purchasing@copbfl.com 

 
 

  

mailto:purchasing@copbfl.com
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Central Stores 
1190 N.E. 3rd Avenue 

Building C (rear) 
Pompano Beach, Florida 33060 

 
Frankie Chevere 

Chief Material Handling Supervisor 
 

Boris Thompkins 
Material Handling Specialist 

 
Leo Zelaya 

Material Handling Assistant 
 

Graphics 
Ron Hardge  

Printing Technician 
 

Telephone (954) 786-4110 
Fax (954) 786-4019 

 
Mailroom 

Michelle Hermann 
Messenger 

 
 

City of Pompano Beach 
Web Site 

http://pompanobeachfl.gov/ 
 

Purchasing Department Link 
http://pompanobeachfl.gov/pages/department_director
y/general_services/purchasing_department/purchasing

_department.html.php 
 
 

 
 

  

http://pompanobeachfl.gov/
http://pompanobeachfl.gov/pages/department_directory/general_services/purchasing_department/purchasing_department.html.php
http://pompanobeachfl.gov/pages/department_directory/general_services/purchasing_department/purchasing_department.html.php
http://pompanobeachfl.gov/pages/department_directory/general_services/purchasing_department/purchasing_department.html.php
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——————————————— 
NON-BINDING NATURE OF 

THIS BOOKLET 
——————————————— 

 
This booklet is designed solely to provide a general 
summary of information to those wishing to do 
procurement business with the City of Pompano Beach. 
 
As such, it is not binding in either a legal or regulatory 
sense. 
 
The procurement activity of the City of Pompano Beach 
is performed in accordance with the applicable laws, the 
City of Pompano Beach Code of Ordinances and the 
General Services Policies and Procedures, and other 
applicable rules and regulations which govern, the 
information in this booklet notwithstanding. 
 
Any conflicts with the content of this guide should be 
brought to the attention of the Director of General 
Services who is responsible for initiating action to 
resolve the conflict. 

 
The City of Pompano Beach is strongly committed to 
insuring the participation of City of Pompano Beach 
Businesses as contractors and subcontractors for the 
procurement of goods and services, including labor, 
materials and equipment. In conjunction with this effort, 
the City has a “Look Local First” (LLF) initiative in place. 
 
If you have any questions about the Local Business 
Program or the “Look Local First” initiative, please feel 
free to call or visit the General Services Department 
Purchasing Division. Thank you for your interest in 
doing business with our City. 
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