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1. CALL TO ORDER 

a. Roll Call  

b. Invocation by Mayor Chris Via 

c. Pledge of Allegiance  

2. PRESENTATION 

1. Proclamation - Honoring Michael James Junker for 35 Years of Service to the City of 

Holly Hill 

(Requested by Antoine Khoury, Public Works) 

3. PUBLIC COMMENTS 

4. APPROVAL OF MINUTES - NONE 

5. CONSENT AGENDA - ITEM ( 1 ) 

The action proposed is stated for each item on the Consent Agenda.  Unless a City Commissioner removes an item 

from the Consent Agenda, no discussion on individual items will occur and a single motion will approve all items.  

Is there anyone in the audience who wishes to speak on any item on the Consent Agenda?  

1. Resolution  -2020-R-34 A Resolution of the City Commission of the City of Holly Hill, 

Florida, Authorizing the City Manager to Enter into an Agreement with Razorback, LLC 

to Provide Construction Services for the Replacement of the  WWTP Sludge Holding 

Tank Walkway (20Ww04) Not to Exceed $96,000.00. 

(Requested by Antoine Khoury, Public Works) 

6. REGULAR AGENDA  

1. Resolution  -2020-R-35 A Resolution of the City Commission of the City of Holly Hill, 

Florida, Amending the City of Holly Hill's Purchasing Policy, Which was Approved in 

Resolution 2018-R-30; Providing for Legislative Findings and Intent; Repealing All 

Resolutions in Conflict Herewith; Providing for Authority to the City Manager for 

Implementing Administrative Actions; and Providing for Scrivener's Errors, Conflicts 

Severability; and Providing an Effective Date. 

(Requested by Stella Gurnee, Finance) 

2. Maximum Millage - Fiscal Year 2020-2021 

(Requested by Stella Gurnee, Finance) 

7. PUBLIC HEARING 
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1. Ordinance  -2020-O-3029 FIRST READING - an Ordinance of the City of Holly Hill, 

Florida, Amending the Land Development Regulations (LDR), by Rezoning the Parcel 

Described in Exhibit "A" from CC-1 (Commercial Corridor District) to BPUD (Business 

Planned Unit Development); Providing for Conflicting Ordinances; Providing for 

Severability; and Providing an Effective Date. 

(Requested by Brian Walker, City Planner) 

8. COMMUNICATIONS  

A. City Manager & Staff Comments 

B. City Attorney Comments 

C. City Commission Comments 

D. Mayor's Comments 

9. ADJOURNMENT 

Website Address – www.hollyhillfl.org (City Clerk) 

  
NOTICE – If any person decides to appeal any decision of the City Commission at this meeting, he/she will need a record of the proceedings 

and, for that purpose, he/she may need to ensure that a verbatim record of the proceedings is made, which record includes the testimony and 

evidence upon which the appeal is to be based.  The City does not prepare or provide such a record. 
 

 

For special accommodations, please notify the City 

Clerk’s Office at least 72 hours in advance.  (386) 248-
9441 

 

Help for the hearing impaired is available through the 

Assistive Listening System.  Receivers can be obtained 
from the City Clerk’s Office. 

 

In accordance with the Americans with Disabilities Act (ADA), persons needing a special accommodation to participate in the Commission 
proceedings should contact the City Clerk’s Office no later than three (3) days prior to the proceedings.  

 

http://www.hollyhillfl.org/
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Proclamation - Honoring Michael James Junker for 35 Years 
of Service to the City of Holly Hill 

 

Proclamation - Honoring Michael James Junker for 35 Years 

of Service to the City of Holly Hill 

 

 

A RESOLUTION OF THE CITY OF HOLLY HILL, FLORIDA, 

RECOGNIZING MICHAEL JAMES JUNKER FOR HIS 35 

YEARS OF SERVICE TO THE CITY OF HOLLY HILL AND ITS 

CITIZENS.   

 

  WHEREAS, Michael James Junker began his career with the City of Holly Hill 

on May 23, 1985 as a temporary Maintenance Worker I in the Public Works Department; and 

  WHEREAS, Michael became a permanent employee as a refuse collector on 

August 15, 1985; and 

  WHEREAS, Michael applied and was promoted to the wastewater plant operator 

trainee on November 3, 1988; and 

              WHEREAS, Michael was assigned as acting chief wastewater operator in 

October 3, 1991 and was required to acquire a “B” license within 6 months of receiving his 

temporary assignment and was able to complete that task and become the Chief Wastewater 

Plant Operator on December 3, 1991; and 

 WHEREAS, Michael was able to acquire the rating of “C” operator within that 

time period when the wastewater plant got upgraded to an “A” plant; and 

2.1

Packet Pg. 4



Presentation (ID # 2976)  Meeting of July 28, 2020 

Updated: 7/22/2020 4:37 PM by Valerie Manning  Page 2 

               WHEREAS, Michael has maintained his position from December 3, 1991 until 

his retirement date of July 30, 2020 as the Chief Wastewater Plant Operator; and  

 WHEREAS, Michael has proven to be a dependable employee, dedicated 

worker, and will be leaving a legacy of extraordinary contributions to the City under his 

leadership of the Wastewater Plant.  A few major plant improvements were accomplished, such 

as: 

• 2002 - Refurbishment of the sand filters. 

• 2004 - Replacement of the reclaimed water reuse system control panel. 

• 2008-2009 - Major upgrade of the facility including: replacement of equalization pumps, 

return pumps, recycle pumps, replacement on BTU drives, construction on the #3 

clarifier, installation of the disk filters, electrical upgrades to MCC#3 and upgrades to the 

SCADA system. 

•  2011 - Lining of the collection system piping along with replacement and refurbishment 

of the city lift stations at 2 stations per year. 

• 2015 - Refurbishment of the sludge belt filter presses.  

• 2016 - Replacement of the plant facilities main electrical switch gear. 

• 2020 - Remote monitoring of all the city's lift stations and conversion of the SCADA 

system. 

2.1
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Lastly, Michael has been an asset to the city and the wastewater staff.  He empowered his staff to 

make decisions and guided them through the decision-making process.  He developed a 

succession plan for Wastewater Chief Plant Operator and has been developing their skills to have 

a seamless transition after he retires.  Public Works believes that the city is in better shape since 

and after Michael James Junker and he has left a positive imprint on the wastewater plant. 

NOW, THEREFORE, BE IT RESOLVED, THE CITY COMMISSION OF THE CITY OF 

HOLLY HILL, FLORIDA HEREBY ACKNOWLEDGES ITS GRATEFUL 

APPRECIATION OF MICHAEL JAMES JUNKER FOR HIS 35 YEARS OF 

OUTSTANDING SERVICE AND DEDICATION TO THE CITY OF HOLLY HILL AND 

WISH HIM WELL IN HIS RETIREMENT AND THROUGH HIS FUTURE 

ENDEAVORS.   BE IT RESOLVED BY THE CITY COMMISSION, 

ADOPTED THIS 28TH DAY OF JULY, 2020.  

 

  City of Holly Hill, Florida 

 

              

  Chris Via, Mayor 

2.1
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CITY OF HOLLY HILL, FLORIDA 

  

City Commission 

Resolution 
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MEETING DATE: July 28, 2020 

FROM: Antoine Khoury 

SUBJECT: A Resolution of the City Commission of the City of Holly Hill, 

Florida, Authorizing the City Manager to Enter into an 

Agreement with Razorback, LLC to Provide Construction 

Services for the Replacement of the  WWTP Sludge Holding 

Tank Walkway (20Ww04) Not to Exceed $96,000.00. 

NUMBER: 2020-R-34 

APPLICANT:  

PLANNER:  

 

 

DISCUSSION: 

During inspection of the City’s WWTP it was determined that the walkway over the Sludge 

Handling Tanks is in extreme disrepair due to corrosion. This walkway was installed in 1987 

and is in a highly corrosive environment. The sludge holding tank is a concrete tank with a 

diameter of approximately 50 ft. The walkway is 48 inches wide, approximately 50 ft. long and 

carries a small diameter lime sludge line. The walkway needs to be replaced in its entirety.  

 

The City received four (4) bids from the following contractors: 

 

 McMahan Construction  $116.000.00 

 Boromei Construction   $111,200.00 

 E&D Construction   $  99,197.00 

 Razorback, LLC   $  96,000.00 

 

Razorback, LLC of Tarpon Springs, Florida was the low bidder with a bid totaling $96,000.00.  

Their bid was found to be complete and responsive. Their references are attached to the 

recommendation from Mead & Hunt and were checked. The feedback provided suggests 

Razorback LLC, is capable of performing the work for this project. 

 

FISCAL ANALYSIS: 

Funding for this project has been included in Fiscal Year budget 2019/2020. The Project Code is 

20WW04.   

 

$96,000.00 has been budgeted in account number 407-8110-580.63-00. 

 

 

5.1
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STAFF RECOMMENDATION: 

Award and authorize the City Manager to enter into an agreement with Razorback, LLC to 

provide construction services for the replacement of the WWTP Sludge Holding Tank Walkway. 

 

 

COMMISSION GOALS: 

Goal #1: Develop and maintain a sound and sustainable financial plan for the city that 

establishes sufficient reserves for all funds, ensures (whenever possible) that user fees pay for 

services rendered, provides a realistic capital improvement program, and encourages 

public/private sector partnerships and intergovernmental partnerships. 

 

Goal #4: Provide proficient public health and safety services in terms of police and fire 

protection, water, storm water, waste water and solid waste management and disaster 

preparedness with a focus on intergovernmental collaboration, private sector partnerships, and 

utilization of technologies and proven innovations. 

 

MOTION: 

APPROVE AWARD AND AUTHORIZE THE CITY MANAGER TO ENTER INTO AN 

AGREEMENT WITH RAZORBACK, LLC, TO PROVIDE CONSTRUCTION 

SERVICES FOR THE REPLACEMENT OF THE WWTP SLUDGE HOLDING TANK 

WALKWAY AND NOT TO EXCEED $96,000. 
 

ATTACHMENTS: 

• Recommendation of Award 7.9.20 (PDF) 

• McMahan WW-20-04 070720 (PDF) 

• ITB WW-20-04 Boromei Construction (PDF) 

• E&D Bid (PDF) 

• RAZORBACK LLC- HOLLY HILL WWTP SLUDGE HOLDING TANK 

WALKWAY REPLACEMENT WW-20-04 (PDF) 

• WW-20-04 Bid Opening Sheet (PDF) 

5.1
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Resolution No. 2020-34 

 

A RESOLUTION OF THE CITY COMMISSION OF THE CITY OF HOLLY 
HILL, FLORIDA, AUTHORIZING THE CITY MANAGER TO ENTER INTO 

AN AGREEMENT WITH RAZORBACK, LLC TO PROVIDE 
CONSTRUCTION SERVICES FOR THE REPLACEMENT OF THE  WWTP 

SLUDGE HOLDING TANK WALKWAY (20WW04) NOT TO EXCEED 
$96,000.00. 

 
 

A RESOLUTION OF THE CITY COMMISSION OF THE 

CITY OF HOLLY HILL, FLORIDA, AWARDING AND 

AUTHORIZING THE CITY MANAGER TO ENTER INTO 

AN AGREEMENT WITH RAZORBACK, LLC TO 

PROVIDE CONSTRUCTION SERVICES FOR THE 

REPLACEMENT OF THE  WWTP SLUDGE HOLDING 

TANK WALKWAY (20WW04) NOT TO EXCEED 

$96,000.00; PROVIDING FOR SEVERABILITY; AND 

PROVIDING FOR AN EFFECTIVE DATE.  

 

  WHEREAS, the City Commission of the City of Holly Hill approved the 

proposed capital project as part of the fiscal year 2019-20 budget; and 

 

             WHEREAS, the City solicited a bid for this project and has received 4 bids; and 

   

  WHEREAS, Razorback, LLC of Tarpon Springs, Florida was the low bidder 

with a bid totaling $96,000.00; and 

 

  WHEREAS, the references for Razorback, LLC were checked and the feedback 

provided suggests they are capable of performing the work for this project. 

 

  NOW, THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION 

OF THE CITY OF HOLLY HILL, FLORIDA:  

 

  SECTION 1.  That the City Commission of the City of Holly Hill does hereby 

authorize the City Manager to enter into an agreement with Razorback LLC to provide 

construction services for the project WWTP Sludge Holding Tank Walkway not to exceed 

$96,000.00. 

 

  SECTION 2.  If any section or portion of a section of this Resolution proves to 

be invalid, unlawful, or unconstitutional, it shall not be held to invalidate or impair the validity, 

force, or effect of any other section or part of this Resolution. 

 

  SECTION 3. This Resolution shall take effect immediately upon its adoption. 

 

5.1
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  APPROVED AND AUTHENTICATED on this 28th day of JULY, 2020. 

5.1
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Mead & Hunt | 4401 Eastport Parkway, Port Orange, FL, 32127 | 386-761-6810 | meadhunt.com 

Email: akhoury@hollyhillfl.org 

July 13, 2020 

Antoine Khoury 
City Engineer/Public Works Director 
City of Holly Hill 
453 LPGA Blvd 
Holly Hill, FL 32117 

RE: CITY OF HOLLY HILL 
WWTP SLUDGE HOLDING TANK WALKWAY REPLACEMENT 
BID NO. WW-20-04 

Dear Antoine, 

The City received four (4) bids on the above referenced project on July 7, 2020.  Razorback, LLC of 
Tarpon Springs, Florida was the low bidder with a bid totaling $96,000.00.  Their bid was found to be 
complete and responsive. 

Our firm has no experience with Razorback, LLC.  We have checked their references provided (attached) 
and the feedback provided suggests Razorback LLC is capable of performing the work for this project. 

Do not hesitate to contact the office if you have questions.  Thank you. 

Sincerely, 

Kevin A. Lee, P.E. 
Project Manager 

KAL:bf 

Attachment: Reference Questionnaires (2)

                        

Bid Tabulation
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CITY OF HOLLY HILL
WWTP SLUDGE HOLDING TANK WALKWAY REPLACEMENT

BID# WW-20-04

DESCRIPTION QTY UNIT UNIT 
COST TOTAL UNIT 

COST TOTAL UNIT 
COST TOTAL UNIT 

COST TOTAL

Preconstruction Video 1 LS $6,000.00 $6,000.00 $6,579.00 $6,579.00 $2,500.00 $2,500.00 $2,500.00 $2,500.00
Demolition 1 LS $17,000.00 $17,000.00 $8,026.00 $8,026.00 $20,000.00 $20,000.00 $20,000.00 $20,000.00
Sludge Holding Tank Walkway Replacement 1 LS $56,000.00 $56,000.00 $68,343.00 $68,343.00 $75,000.00 $75,000.00 $82,500.00 $82,500.00
Permits and Allowances 1 LS $10,000.00 $10,000.00 $10,000.00 $10,000.00 $10,000.00 $10,000.00 $10,000.00 $10,000.00
As-Built Plans 1 LS $4,000.00 $4,000.00 $2,960.00 $2,960.00 $2,500.00 $2,500.00 $500.00 $500.00
Restoration 1 LS $3,000.00 $3,000.00 $3,289.00 $3,289.00 $1,200.00 $1,200.00 $500.00 $500.00

$96,000.00 $99,197.00 $111,200.00 $116,000.00BID TOTAL

RAZORBACK, LLC          
Tarpon Springs, FL

E&D CONTRACTING 
SERVICES, INC.              

Savannah, GA

BOROMEI 
CONSTRUCTION, INC. 

Okeechobee, FL

MCMAHAN 
CONSTRUCTION CO., 

INC.                                          
DeLand, FL
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STAFF REPORT 

CITY OF HOLLY HILL, FLORIDA 

  

City Commission 

Resolution 
 

  

Updated: 7/22/2020 4:05 PM  Page 1 

 

MEETING DATE: July 28, 2020 

FROM: Stella Gurnee 

SUBJECT: A Resolution of the City Commission of the City of Holly Hill, 

Florida, Amending the City of Holly Hill's Purchasing Policy, 

Which was Approved in Resolution 2018-R-30; Providing for 

Legislative Findings and Intent; Repealing All Resolutions in 

Conflict Herewith; Providing for Authority to the City 

Manager for Implementing Administrative Actions; and 

Providing for Scrivener's Errors, Conflicts Severability; and 

Providing an Effective Date. 

NUMBER: 2020-R-35 

APPLICANT:  

PLANNER:  

 

 

DISCUSSION:  
 
Federal guidelines 2CFR 200.313 set forth procedures for the acquisition and property control of 

equipment purchased with federal funds. The Police Department was recently awarded 2020 

Coronavirus Emergency Supplemental Funding (CESF) grant.  This award was subject to the 

following special condition Ref# S42314 (attached) that requires the City to following the 

procedure set forth in 2CFR 200.313.  This resolution amends the City's Purchasing policy 16 

(Procedures for Federally Funded Projects) to incorporate this requirement. In addition, it 

amends the City's Purchasing Policy to add Exhibit D for the 2CFR 200.313 guidelines.  The 

City’s Purchasing Policy resolution 2018-R-30 was adopted May 8, 2018. 

FISCAL ANALYSIS:  

N/A 

STAFF RECOMMENDATION:   
 
Approve amendment to the City’s Purchasing Policy resolution 2018-R-30 adopted May 8, 2018. 

 

COMMISSION GOAL: 

Goal #1: Develop and maintain a sound and sustainable financial plan for the city that 

establishes sufficient reserves for all funds, ensures (whenever possible) that user fees pay for 

services rendered, provides a realistic capital improvement program, and encourages 
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Resolution 2020-35  Meeting of July 28, 2020 

Updated: 7/22/2020 4:05 PM  Page 2 

public/private sector partnerships and intergovernmental partnerships.  

 

MOTION:  
 

APPROVE AMENDING THE CITY OF HOLLY HILL’S PURCHASING POLICY 

RESOLUTION 2018-R-30; PROVIDING FOR LEGISLATIVE FINDINGS AND 

INTENT; REPEALING ALL RESOLUTIONS IN CONFLICT HEREWITH; 

PROVIDING FOR AUTHORITY TO THE CITY MANAGER FOR IMPLEMENTING 

ADMINISTRATIVE ACTIONS. 

 

ATTACHMENTS: 

• Exhibit A (RESOLUTION 2020-XX PURCHASING POLICY AMENDED)

 (DOCX) 
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Resolution 2020-35  Meeting of July 28, 2020 

Updated: 7/22/2020 4:05 PM  Page 3 

Resolution No. 2020-35 

 

A RESOLUTION OF THE CITY COMMISSION OF THE CITY OF HOLLY 
HILL, FLORIDA, AMENDING THE CITY OF HOLLY HILL'S PURCHASING 

POLICY, WHICH WAS APPROVED IN RESOLUTION 2018-R-30; 
PROVIDING FOR LEGISLATIVE FINDINGS AND INTENT; REPEALING 

ALL RESOLUTIONS IN CONFLICT HEREWITH; PROVIDING FOR 
AUTHORITY TO THE CITY MANAGER FOR IMPLEMENTING 

ADMINISTRATIVE ACTIONS; AND PROVIDING FOR SCRIVENER'S 
ERRORS, CONFLICTS SEVERABILITY; AND PROVIDING AN EFFECTIVE 

DATE. 

 
 

A RESOLUTION OF THE CITY COMMISSION OF HOLLY 

HILL, FLORIDA, AMENDING THE CITY OF HOLLY 

HILL’S PURCHASING POLICY; PROVIDING FOR 

LEGISLATIVE FINDINGS AND INTENT; REPEALING 

ALL RESOLUTIONS IN CONFLICT HEREWITH; 

PROVIDING FOR AUTHORITY TO THE CITY MANAGER 

FOR IMPLEMENTING ADMINISTRATIVE ACTIONS; 

AND PROVIDING FOR SCRIVENER’S ERRORS, 

CONFLICTS SEVERABILITY, AND EFFECTIVE DATE. 

 

   

  WHEREAS, in an effort to be consistent with current laws, policies and 

practices, City Commission wishes for the City of Holly Hill to update/modify the existing City 

of Holly Hill Purchasing Policy; and 

 

  WHEREAS, Federal guidelines 2CFR 200.313 require procedures for the 

acquisition and property control of equipment purchased with federal funds. 

 

  NOW, THEREFORE, BE IT RESOLVED BY THE CITY COMMISSION 

OF THE CITY OF HOLLY HILL, FLORIDA: 

  SECTION 1. Legislative Findings and Intent.  The City Commission of the City 

of Holly Hill has complied with all requirements and procedures of Florida Law in processing 

this Resolution.  The above recitals are hereby adopted. 

 

  SECTION 2. Commission Approval.  The City Commission of the City of Holly 

Hill, Florida, hereby deems it necessary to amend the Purchasing Policy incorporated herein as 

Exhibit “A”. 

 

  SECTION 3. Implementing Administrative Actions.  The City Manager is 

hereby authorized and directed to take such actions as he may deem necessary and appropriate in 

order to implement the provisions of this Resolution.  The City Manager may, as deemed 

appropriate, necessary and convenient, delegate the powers of implementation as herein set forth 
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Resolution 2020-35  Meeting of July 28, 2020 

Updated: 7/22/2020 4:05 PM  Page 4 

to such City employees as deemed effectual and prudent. 

 

  SECTION 4. Scrivener’s Errors.  Typographical errors and other matters of a 

similar nature that do not affect the intent of this Resolution, as determined by the City Clerk and 

City Attorney, may be corrected. 

 

 SECTION 5. Conflicts.  All Resolutions or parts of Resolutions in conflict with 

any of the provisions of this Resolution are hereby repealed. 

 

 SECTION 6. Severability.  If any Section or portion of a Section of this 

Resolution proves to be invalid, unlawful, or unconstitutional, it shall not be held to invalidate or 

impair the validity, force, or effect of any other Section or part of this Resolution.  

 SECTION 7. Effective Date. This Resolution shall become effective 

immediately upon its passage and adoption.    

 

 APPROVED AND AUTHENTICATED on this 28th day of JULY, 2020. 

6.1

Packet Pg. 177
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MANUAL 

 
 

 
May 8, 2018 

 

 
RESOLUTION 2018-30 
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City of Holly Hill Purchasing Policies Manual 

 

PURCHASING POLICIES MANUAL  
 

INTRODUCTION 4 

CHAPTER 1 PURCHASING AUTHORITY 4 

CHAPTER 2 SOURCE SELECTION AND CONTRACT FORMATION 8 

CHAPTER 3 VENDORS 23 

CHAPTER 4 CONSTRUCTION BIDS 25 

CHAPTER 5 CLOSING OUT A PROJECT 29 

CHAPTER 6 BONDS AND BID SECURITY 30 

CHAPTER 7 INSURANCE 31 

CHAPTER 8 WAIVERS OF BID 32 

CHAPTER 9 BID PROTESTS 33 

CHAPTER 10 PURCHASE ORDER PROCESS 33 

CHAPTER 11 USING DEPARTMENT’S RESPONSIBILITIES 34 

CHAPTER 12 MISCELLANEOUS POLICIES 35 

CHAPTER 13 CAPITAL ASSETS 36 

CHAPTER 14 ETHICS IN PUBLIC CONTRACTING AND PURCHASING 37 

CHAPTER 15 PROCUREMENT CARDS 38 

CHAPTER 16 PROCEDURES FOR FEDERALLY FUNDED PROJECTS 42 

CHAPTER 17 PROCEDURES FOR ISSUNG DEBT 43 

CHAPTER 18 WARRANTY REQUIREMENTS 44 

CHAPTER 19 PURCHASING POLICY ADOPTION 45 

EXHIBIT A GUIDELINES FOR ESTABLISHING CONTRACT DURATIONS 

EXHIBIT B 23 CFR 635.413 

EXHIBIT C BROOKS ACT, SECTION 40USC 1101-1104 

EXHIBIT D          2 CFR 200.313 - EQUIPMENT 
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City of Holly Hill Purchasing Policies Manual 

 

INTRODUCTION 
 

This Purchasing Policies Manual was written to guide City employees and officials when procuring 
goods or services for the City. It may be used as a training manual for the new employee or newly elected 
official, or it may be used by the experienced as a refresher or reference manual. 

 
The manual establishes policies, procedures, and guidelines relating to the procurement, and disposal of 
supplies, services, and construction, under the authority of Resolution 2018- . 

 
This Manual is meant to be dynamic and allows for easy change with changing conditions. City 
employees and officials are encouraged to submit their suggestions for change or improvement of the 
Manual in writing, and they will be considered in the next review of the Manual. 

 

The purpose of this Manual is to provide for the fair and equitable treatment of all persons involved in 
public purchasing with the City of Holly Hill, to maximize the purchasing value of public funds in 
procurement and provide safeguards for maintaining a procurement system of quality and integrity. 

 

APPLICATION 
 

This Manual applies to the procurement of supplies, services, and construction. The Policies shall apply 
to all expenditures of public funds by the City, irrespective of the source. When the procurement involves 
the expenditure of grant funds, the procurement shall be conducted in accordance with any applicable 
mandatory laws and regulations of the granting Department, whether or not they are reflected in the 
applicable ordinances or Manual. Nothing in this Manual shall prevent any public Department from 
complying with the terms and conditions of any grant, gift, or bequest which are otherwise consistent 
with law. 
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CHAPTER 1 - PURCHASING AUTHORITY 

POLICY 1.1 PURCHASING POWERS 

The Finance Director is given the power, duty, authority, and responsibility to purchase or contract for 
all commodities, equipment, and services on behalf of the City of Holly Hill. He / She shall coordinate 
and exercise control of the acquisition of commodities, equipment and services, selection of bidders, and 
awarding of purchase orders and contracts to vendors as approved by either the City Commission or 
City Manager based on dollar thresholds. 

 
The Finance Director or Designee shall have the authority for the following: 

 
(a) The Finance Director may designate an Individual (s) to handle the procurement 
responsibilities of the City of Holly Hill. 

 

(b) To promulgate regulations governing the procurement, management, control, and disposal 
of any and all supplies, services, and construction to be procured by the City, subject to the 
approval of the City Department. 

 
(c) Purchase or Contract: To perform the duties specified in connection with the purchase or 
contract for all supplies and contractual and professional services needed by any using 
Department which derives its support wholly or in part from the City, when authorized, in 
accordance with the Policies and Procedures Manual, and such rules and regulations as may be 
adopted for the internal management and operation of the Finance Department and such other 
rules and regulations as shall be prescribed by the Finance Director 

 

(d) Exceptions Prohibited: The authority of the Finance Department to negotiate or cause to be 
negotiated all purchases for all using Departments shall not be abridged, except as required by 
Charter. 

 
(e) Unauthorized Purchases: Except as herein provided, purchases made without the written 
consent of the Finance Director shall be considered illegal, and referred to the City Manager    for 
judgment as to penalty. Except as herein provided, it shall be illegal for any City officer, 
employee, or other person to order the purchase of any materials, supplies, or services. 

 
(f) Disqualification of Bidders: Have the authority with the consent of the Finance Director to 
declare vendors who default their quotations as irresponsible bidders, and to disqualify them 
from receiving any business from the City for a stated period of time. 

 

(g) Requisitions and Estimates: All using Departments, either by or with the authorization of the 
head of the department under which the using Department operates, shall file with the Finance 
Department detailed requisitions or estimates of their requirements in supplies and services in 
such manner, at such time, and for such future period as the Finance Department shall prescribe. 

 
(h) To evaluate contracts let by any other government entity for the provision of commodities and 
contract services, and when it is determined to be cost-effective and in the best interest of the City, 
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to enter into a written agreement and/or Purchase Order. A copy of the award and the contract 
shall be retained by the Finance Department, and proof of insurance, licenses, and any other 
requirements of the awarding entity’s bid specifications shall be obtained by the using 
department, and a copy provided to the Finance Department. These purchases must be approved 
by either the City Commission or City Manager based on dollar thresholds. 

 

(i) The Finance Director shall have the right to choose the most advantageous method of payment 
for all invoices received by the City. 

 
(j) The Finance Director is responsible to interpret this Manual. 

 

POLICY 1.2 FINANCE DEPARTMENT DUTIES 
 

(a) The Finance Department shall procure for the City the highest necessary quality in materials 
and services at the least expense to the City, following the applicable laws, policies, and 
procedures. 

 
(b) The Finance Department shall advise and assist the Finance Director in the formulation of 
policies and procedures in connection with the procurement activities of the City. 

 

(c) The Finance Department shall be the final review of the specifications for correctness, 
competitiveness, and suitability. 

 
(d) The Finance Department shall have a member (non-voting) on the Selection Committees for 
construction, professional and consulting services to guide the Committees in the prescribed 
process. 

 
(e) It shall be the responsibility of the Finance Department to maintain and secure all documents 
relating to each bid in its bid file. 

 

(f) It shall be the responsibility of the Finance Department to maintain and retain the records of 
his/her office in compliance with the State of Florida’s record retention laws. 

 
(g) The Finance Department shall be familiar with the State of Florida and other Florida based 
contracts for commodities and services which are available for use by the City. 

 
(h) The Finance Department shall be familiar with applicable Purchasing laws, policies, and 
procedures. 

 
(i) It shall be the responsibility of the Finance Department to write, oversee review and revision, 
and distribution of this Manual. 

 

(j) With the approval of the City Manager or Finance Director, the Finance Department may 
delegate all or some of her/his responsibilities to another. 
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6 
City of Holly Hill Purchasing Policies Manual 

 

POLICY 1.3 PURCHASING REQUISTIONS 
 

All requisitions shall be authorized by the Department Director or designated authority. Requisitions 

should originate in the department at the level where the purchase is to be used and routed to the 

designated approval authority prior to being sent to Finance Department. Requisitions not properly 

authorized will not be accepted by the on-line system. 

ROUTING: 
 

1. For all purchases under $25,000, the requisitioning Department will enter the 
requisition into the on-line system for issuance of a purchase order. The Department 
will obtain quotes as: 

a. No quotes required under $2,500 
i. Estimates are encouraged 

ii. Preference given to local suppliers 
b. Quotes required between $2,500 and $5,000 

i. Utilize 
1. Screen shots 
2. Verbal quotes 

ii. Preference given to local suppliers 
c. Three written quotes required between $5,000 - $25,000 

i. Written quotes or proposals 
ii. Preference given to local suppliers 

2. For all purchases $25,000 or greater, the requisitioning Department will request a 
formal solicitation to be issued by the Finance Department, and then assure that City 
Commission approval is obtained for award, either of the solicitation or other 
Commission direction. 

3. Upon receipt of the requisition in the Finance Department and dependent on the dollar 
amount, formal quotations, bids or proposals will be solicited. A purchase order, 
contract or work order will be issued upon completion of this process. 

4. If the requisition is incomplete or not properly prepared, the Finance Department will 
notify the originating department. 

5. For all purchases of capital goods or services, regardless of the dollar amount, the 
requisitioning Department will enter the requisition into the system assuring 
appropriate approvals are obtained, unless approved by the Finance Director and 
under $25,000. 

 

POLICY 1.4 PURCHASING REVIEWS 
 

REVIEW OF SPECIFICATIONS-OTHER DEPARTMENTAL APPROVALS REQUIRED: Prior to 
issuance of bids or the processing of a requisition with specifications included, review of the items to be 
purchased and the specifications for certain commodities and services must be made by other 
departments / Departments within the City to assure open competitive bidding, compatibility, 
standardization, and up-to-date specifications. The following are mandated reviews: 

6.1.a

Packet Pg. 183

A
tt

ac
h

m
en

t:
 E

xh
ib

it
 A

 (
R

E
S

O
L

U
T

IO
N

 2
02

0-
X

X
 P

U
R

C
H

A
S

IN
G

 P
O

L
IC

Y
 A

M
E

N
D

E
D

) 
 (

20
20

-R
-3

5 
: 

A
m

en
d

in
g

 t
h

e 
C

it
y 

o
f 

H
o

lly
 H

ill
's

 P
u

rc
h

as
in

g



7 
City of Holly Hill Purchasing Policies Manual 

 

TYPE OF EQUIPMENT/SERVICE REQUESTED DEPARTMENT REVIEW 
 

Information Technology Equipment Information Technology 
 

Vehicles/Heavy Equipment Fleet Maintenance 
 

PLEASE ENSURE THE ABOVE APPROVALS ARE OBTAINED PRIOR TO SUBMITTAL TO THE 

FINANCE DEPARTMENT. 

POLICY 1.5 FIELD PURCHASE ORDERS 
 

The Field Purchase Order should be used as a payment tool/check request for all items under $5,000. 

Common uses include: Subscriptions, Memberships, Advertisement and Registrations requiring a check, 

Petty Cash Reimbursements and Employee Travel Reimbursement checks. Also, the Field Purchase 

orders should be used for items under $5,000 for vendors that do not accept the Purchasing Card. 

Invoices that are attached to FPO’s need no signatures. Approvals will be tracked by the financial 

software. 

POLICY 1.6 APPROVAL LEVEL THRESHOLDS 
 

The City Manager or designee shall have the authority to award and execute purchases of goods and 
services not to exceed $25,000 including change orders and amendments. The City Manager or designee 
is authorized to renew options on approved contracts, as long as it is per the terms, conditions and 
renewal period specified in the original contract and the total dollar amount for each contract or purchase 
order is within the Commission approved budget. All purchases of goods and services, in excess of 
$25,000 shall be awarded by the Commission, except as otherwise provided within this section. 

 

The City Manager or designee shall have the authority to approve all purchase orders, contracts, and 
Master Agreements up to $50,000 for projects, goods and services that are detailed in the adopted 
budget as long as award is to the lowest responsive, responsible bidder in a competitive environment. 

 
The City Manager or designee shall have the authority to approve and execute all change orders and 
amendments and to approve price escalation/de-escalation changes, according to the terms of the 
particular contract providing that the change does not exceed 10% (not to exceed $25,000 in total) of the 
latest approved contract value for contracts. Amendments to contracts greater than these amounts must 
be approved by City Commission. 

 

The City Manager or designee shall have the authority to settle individual claims under contract 
provided the settlement does not exceed ten percent 10% (not to exceed $25,000) of the latest approved 
contract value for contracts. All change orders issued which modify a contract, the original and revised 
total cost of which exceeds ten percent 10% (not to exceed $25,000), shall require Commission approval, 
unless otherwise specified herein. 

 
It shall be prohibited for any City employee to order the purchase of any goods or services or make any 
contract change without the delegation of authority under this section other than through the Finance 
Department, unless utilizing an authorized procurement card. City employees will be held accountable 
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8 
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for unauthorized purchases and appropriate disciplinary action will be taken pursuant to the City Policy 
and Procedures Manual. The Department committing the unauthorized purchase will document the 
incident with a memo to the City Manager explaining the details of the unauthorized purchase. These 
details must include a brief summary of what happened and the corrective action that the Director has 
taken to prevent unauthorized purchases in the future. The memo shall state any disciplinary action 
taken, if any, and request the City Manager approve the unauthorized purchase if under $25,000. 
Unauthorized purchases of $25,000 and greater shall be submitted to the Commission for approval. Any 
purchase or contract made contrary to this section hereof shall not be binding on the City unless 
approved by the Commission. 

 
The City Commission has the right to award all contracts except as otherwise provided in the Code of 
Ordinances of the City. As to those contracts which the Commission retains the right of award, the 
Commission shall have authority to review, modify or set aside all previous administrative 
determinations, whether appealed or not, made in the course of the procurement. 

 

CHAPTER 2 – SOURCE SELECTION AND CONTRACT FORMATION 

SECTION A - COMPETITIVE SEALED BIDDING, INVITATION TO BID (ITB) 

POLICY 2.1 CONDITION FOR USE 

Competitive sealed bidding is the preferred method for the procurement of supplies, services, or 
construction. 

 

The Invitation to Bid shall include specifications and pertinent attachments, shall clearly define the items 
or services needed in order for the bidders to properly respond to the Invitation. It shall include the 
following: 

 
(a) Instruction and information to bidders concerning the bid submission requirements, 
including the time and date set for receipt of bids, the address of the office to which bids are to 
be delivered, and any other special information; 

 
(b) The purchase description, evaluation factors, delivery or performance schedule, and such 
inspection and acceptance requirements as are not included in the purchase description; and 

 
(c) The contract terms and conditions, including warranty and bonding or other security 
requirements, as applicable to the procurement. 

 
POLICY 2.2 LIFE CYCLE COST OR TOTAL COST BID 

 
A Life Cycle Cost or Total Cost Bid may be used when it is desirable to award on the basis of the cost to 
the City to acquire and use the goods or services over a period of time. An example would be a copier. 
The Invitation to Bid would require bidders to supply the price of the copier, its electric usage, the cost 
of maintenance, and the cost of supplies for five years’ usage, or for making a specific number of copies. 
The lowest cost is determined by adding together the costs of each of these components. 
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9 
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POLICY 2.3 PUBLIC NOTICE 
 

The Invitation to Bid must be publicly advertised via the City of Holly Hill’s online bidding system or in 
accordance with State or Federal guidelines if applicable and at least twenty working days preceding the 
day set for the receipt of bids or proposals. Bids shall be solicited from an adequate number of known 
suppliers. 

 
Pre-selected bid lists, posting in public places, and publication in trade journals and magazines are 
additional steps to attract competition, when used in conjunction with newspaper advertising. Proof of 
publication of the advertisement shall be placed in the Bid file. 

 
In lieu of mailing specifications a Notice may be emailed to prospective bidders, informing them of the 
bid and how to obtain specifications. 

 
If grant money is involved, the advertisement shall so state, and state that compliance with all applicable 
federal, state, and local laws, rules, and regulations is required. Such regulations shall be incorporated 
into the specifications. 

 
POLICY 2.4 RECEIPT OF BIDS 

 
Upon its receipt, each bid shall be time-stamped, but not opened, and shall be stored in a secure place 
until the time and date set for bid opening. Depending on the type of bid, the Finance Department with 
the concurrence of the City Clerk may allow email bid responses. 

 

POLICY 2.5 BID OPENING 
 

All timely bids shall be opened publicly at the time, date, and place announced in the advertisement and 
Invitation to Bid. The responses shall be read aloud by the City Clerk or his/her designee, and recorded 
by the City Clerk or his/her designee. 

 
Bids if allowed to be received via email shall be held unopened until the bid opening time. An online bid 
system is preferred. 

 

Bids received after the time and date specified shall be late and not considered, unless the bid would 
have been received timely except for the action or inaction of City personnel and the bid has not yet been 
awarded. 

 
If the bids are lengthy or contain many items, at the discretion of the Finance Department, only the names 
of the bidders may be read aloud. If such is the case, the Finance Department shall prepare a tabulation 
of the bids as soon after the bid opening as possible, and give it to the City Clerk for attachment to the 
Bid Summary. 

 
The recorded Bid Summary prepared by the City Clerk shall be made available to anyone who requests 
it. The Finance Department or designee shall tabulate all bids in timely received manner that will 
facilitate comparison of the relative advantages and disadvantages of each bid. The Bid Summary shall 
be signed by witnesses to the bid opening. 
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No responsibility shall attach to a City employee for the premature opening of a bid not properly 
addressed and identified in accordance with the bid documents. The employee so doing shall not read 
or divulge the contents of the envelope or package. He/she shall reseal the envelope, note on it that it 
was not properly identified as a bid, and it was resealed and not read, initial and date the note, and put 
it in the bid file to be opened with the other bids at the date and time advertised. 

 

POLICY 2.6 VARIANCES, ALTERNATES, AND MULTIPLE BIDS 
 

Unless specifically provided for in the specifications, variances, alternates, and multiple bids shall not be 
accepted. The bid shall be rejected, provided that if a bidder clearly indicates a base bid, it shall be 
considered for award as though it were the only bid or proposal submitted by the bidder. 

 
Multiple and alternate bids, and variances to specifications are acceptable, provided they are requested 
in the specifications, and the method of selection and award is clear in the specifications. A Performance 
Specification should be used in such instances when alternate or variances are acceptable. 

 

POLICY 2.7 OPTIONS 
 

When Options to a bid are requested, the lowest responsible, responsive base bid will be combined with 
such options, applied in such order as elected by the City that will produce a sum which is within the 
amount of funds available to finance the contract. 

 
POLICY 2.8 BID EVALUATION 

 
The bid, or contract, shall be awarded to the lowest responsible and responsive bidder whose bid meets 
the requirements and criteria set for in the specifications. No bid shall be evaluated for any requirement 
or criterion that is not disclosed in the specifications. 

 

POLICY 2.9 WITHDRAWAL OF BID 
 

Bids may be withdrawn upon written request and presentation of proper identification by the bidder at 
any time prior to the time fixed for opening of bids, without prejudice to the right of the bidder to file a 
new bid. Withdrawn bids will be returned unopened. Negligence on the part of the bidder in preparing 
his bid confers no right for withdrawal of the bid after it has been opened. An email, telephone or 
telegraphic request to withdraw a bid proposal is not acceptable. 

 

POLICY 2.10 AWARD 
 

The bid shall be awarded with reasonable promptness by written notice to the lowest responsible and 
responsive bidder whose bid meets the requirements and criteria set forth in the specifications. 

 
The using department shall review the bids and make recommendation to the Finance Department. The 
Finance Department shall add his/her recommendation to that of the using Department Head, and 
forward to the Finance Director for award or for placement on Commission agenda for Commission’s 
award. 
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All Invitations to Bid, Requests for Proposals, Requests for Qualifications, Requests for Acquisition of 
Design-Build Services, for the amount of $25,000 or less shall be awarded by the City Manager. All those 
over $25,000 shall be awarded by the City Commission. 

 
A firm fixed-price contract (lump sum or unit price) shall be awarded to the responsive, responsible 
bidder, whose bid conforms with all the material terms and conditions of the Invitation to Bid, and is 
lowest in price or cost. 

 

The City reserves the right to award any and/or all bids on an item-by-item basis or in the aggregate, 
whichever is deemed in the best interest of the City. 

 
The City reserves the right to award a portion of a quantity requirement to more than one contractor. 
Such incremental awards are done when one contractor cannot supply the total required quantity, or if 
it is in the best interest of the City to have two suppliers because of commodity shortages, rationing, or 
the like. 

 
The Finance Department shall notify the successful bidder(s) in writing of the award. The letter of award 
or contract is not notice to the awarded bidder to perform. Until a Purchase Order is issued, the awarded 
contractor shall not perform. Until a Purchase Order is issued, the funds have not been encumbered. In 
addition to price, all bid awards may take the following into consideration: 

 

• The character, integrity, reputation, judgment, experience, previous performance, and 
efficiency of the bidder. 
• The ability, equipment, capacity, financial strength, personnel resources, and skill of the 
bidder to perform the contract. 

• The quality, availability, and adaptability of the supplies or contractual services to the 
particular use required. 
• The ability of the bidder to provide future maintenance and service for the use of the subject 
of the contract. 
• The quality of performance of previous contracts and whether the bidder can perform the 
contract within the time specified, without delay or interference. 

 

In the event all bids exceed available funds as certified by the Finance Director, and the low responsive 
and responsible bid does not exceed such funds by more than 5%, the Finance Department may be 
authorized, when time or economic considerations preclude re-solicitation of a bid of reduced scope, to 
negotiate an adjustment of the bid price with the low responsive and responsible bidder in order to bring 
the bid within the amount of available funds. 

 

POLICY 2.11 TIE BIDS 
 

If there are tie bids, meaning everything except the information relating to the bidder is the same, the 
following methods shall be used in the order below to break the tie: 

 
• Drug free workplace policy in place. 
• The bidder that has a Business Tax Receipt (BTR) within the City limits. 
• If one has or had a contract with the City and performance is or was satisfactory. If 
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performance of a tie bidder who has or had a contract with the City and performance is or was 
not satisfactory, the other tie-bidder is awarded. 

• Timeliness of delivery. 
 

POLICY 2.12 AWARD TO OTHER THAN THE LOW BIDDER 
 

If award of bid is made to other than the low bidder, justification for doing so shall be completely 
documented in writing and included in the Bid File. Justification for awarding to the other than the low 
bidder may include: does not meet specifications (must specify how bid does not meet specifications), 
unsatisfactory performance on previous City contracts, unfavorable references, unable to meet project 
time or delivery requirements, etc. 

 

POLICY 2.13 REJECTION OF BIDS 
 

Any bid received after time of closing will be considered to be late and will be rejected and returned to 
the bidder unopened. 

 
The City reserves the right to reject any or all bids or parts of bids, to waive any informalities in any bid, 
or to accept any bid which will best serve the interest of the City. The City also reserves the right to reject 
any unit prices, for additions to or deductions from the scheduled amount of work as given in the bid, if 
they are considered excessive or unreasonable, or to accept any or all of such unit prices that may be 
considered fair and reasonable. If any unit price is rejected for the reasons stated herein, the work 
governed by such unit prices, if required, shall be treated as a change in the work as specified in the 
General Conditions, or may be cause for rejection of the entire bid. 

 
Bids may be rejected if they show any alterations of form, additions not called for, conditional bids, 
incomplete bids, erasures, or informalities of any kind. If a bid amount is changed after the amount is 
originally inserted, the change should be initialed by the person signing the Bid Proposal. 

 

If more than one bid proposal is offered to the City by any person under the same or different names, all 
such bid proposals may be rejected. 

 

POLICY 2.14 CANCELLATION OF AWARDS 
 

The City may cancel an award or contract without cause at any time up to the time that work has begun 
on the contract, or delivery has been made. 

 
An award or contract on which work has begun or delivery made may be canceled with cause, and the 
cancellation will be effective immediately upon delivery of written notice to the contractor. 

 

An award or contract on which work has begun or delivery made may be canceled without cause, and 
the cancellation will be effective 30 days after delivery of written notice to the contractor. 
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SECTION B – PRE-BID CONFERENCES 

POLICY 2.15 CONDITION FOR USE 

A pre-bid conference may be held at the discretion of the Finance Department to explain any part of the 
specifications and procurement requirements, and to allow the prospective bidders to ask questions. The 
pre-bid conference may be mandatory or non-mandatory. If mandatory, only those attending will be 
allowed to bid, so it may not be in the City’s best interest to make it mandatory. It shall be held long 
enough after the specifications are issued to allow the bidders to become familiar with them, but 
sufficiently before bid opening to allow consideration of the conference results in preparing the bid. 
Nothing said in the pre-bid conference shall change the specifications unless a written amendment to the 
specifications is issued. A summary of the conference shall be supplied to all those prospective bidders 
known to have received the specifications. 

 

SECTION C – COMPETITIVE SEALED PROPOSALS (REQUEST FOR PROPOSALS) (RFP) 

POLICY 2.16 CONDITION FOR USE 

This form of source selection is preferred when the following conditions exist: 
 

• A complete, adequate, and realistic specification or purchase description is not available. 

• There are two or more responsible, qualified, potential sources. 

• The procurement does not lend itself to a firm-fixed-price contract, and selection of the 
successful bidder cannot be made principally on the basis of price. 

 
The RFP may contain an open invitation for new information on substitute products and services. 

 
The specifications shall be written to require and allow for proposals to be submitted in a common 
format, for ease of evaluation. 

 
Indicate in the specifications the last date for receipt of questions of a material nature. 

 
If there is a pre-proposal conference, it should be scheduled around the half way between issue and 
opening dates. 

 

POLICY 2.17 PUBLIC RECORD EXEMPTION 
 

Financial statements submitted as requested in an Invitation to Bid, Request for Proposals, Request for 
Qualifications, or Request for Letters of Interest are exempt from the Public Records Act, as set forth in 
F.S. 119(3)(t). Data processing software and software that is a trade secret are exempt from the Public 
Records Act, as set forth in F.S. 119(3) (o). 

 

POLICY 2.18 PUBLIC NOTICE 
 

The Request for Proposals may be publicly advertised in at least one legal newspaper having general 
distribution, and at least ten working days preceding the day set for the receipt of bids or proposals if 
required. 
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Bids shall be solicited from an adequate number of known suppliers. 
 

Pre-selected bid lists, posting in public places, and publication in trade journals and magazines are 
additional steps to attract competition, when used in conjunction with Online Bidding Services. 

 

Proof of publication if required of the advertisement shall be placed in the Bid file. 
 

If grant money is involved, the advertisement shall so state, and state that compliance with all applicable 
federal, state, and local laws, rules, and regulations is required. 

 

POLICY 2.19 RECEIPT OF PROPOSALS 

 
Proposals timely received shall be opened publicly at the time and date for such, and only the names of 
those submitting proposals announced. Proposals shall be viewed and reviewed only by City personnel 
having a legitimate interest in them. 

 

POLICY 2.20 EVALUATION FACTORS 

 
The Request for Proposals must identify all significant evaluation factors, including price or cost when 
applicable, and their relative importance. A weight may be assigned to each component of the proposal, 
but if used, it must be included in the specifications. Factors not specified in the Request for Proposals 
shall not be considered. 

 

Initial review shall be for compliance with specifications or requirements. 
 

POLICY 2.21 DISCUSSION WITH RESPONSIBLE OFFERORS 
 

As provided in the Request for Proposals, discussions may be conducted with responsible offerors whose 
proposals have a reasonable chance of being selected for award. The purpose of the discussion and 
possible minor revision of proposals shall be for the purpose of clarification to assure full understanding 
of, and conformance to, the solicitation requirements. Offerors shall be accorded fair and equal treatment 
with respect to any opportunity for discussion and revision of proposals. Such minor revisions may be 
permitted after submission and prior to award, for the purpose of obtaining best and final offers. 

 

In conducting discussions, there shall be no public disclosure of any information derived from proposals 
submitted by the offerors. 

 

POLICY 2.22 AWARD 
 

Award shall be made to the responsive, responsible offeror whose proposal will be most advantageous 
to the City, considering initial price, overall cost, and the evaluation factors specified. 
In the recommendation for award of proposals, give the criteria used, members of the committee, and 
why the recommended award is in the “best interest” of the City. 
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SECTION D – COMPETITIVE SEALED QUALIFICATIONS, REQUEST FOR QUALIFICATIONS 
(RFQ) 

 
POLICY 2.23 CONDITION OF USE 

 
The City shall publicly announce , in the same manner that Invitations to Bid are announced, each 
occasion when professional or consulting services are required for a project whose cost is estimated by 
the City to be more than $250,000, or for a planning or study activity when the fee for professional services 
exceeds $25,000. 

 
SECTION E – COMPETITIVE SEALED LETTERS OF INTEREST, REQUEST FOR LETTERS OF 
INTEREST (RLI) 

 
POLICY 2.24 CONDITION OF USE 

 
The Request for Letters of Interest (RLI) is used when there is no expert on staff to write technical 
specifications, evaluate technical bids or proposals, or keep up with changing technology, and when the 
City is willing to consider many different approaches. It allows the purchase of complex and often 
expensive goods or systems without large investments in specifications development. It helps to develop 
knowledge, allowing some latitude in changing the requirements to obtain the most suitable goods or 
systems. It begins when a using department provides a succinct, clear explanation of the results they 
desire from a technology system (this is sometimes called a performance specification). That explanation, 
along with standard language that advises each interested party of the job’s basic requirements, and a 
detailed list of evaluation factors by which each response will be judged, shall be advertised, and mailed 
to known providers. Each respondent shall provide evidence of their capability and past experience to 
meet the desired results. The respondents are then short-listed, and those on the short-list are invited to 
provide additional evidence through interview or demonstrations before a Selection/Negotiation 
Committee. The Committee then decides whether they recommend inviting bids from or beginning 
negotiations with the selected firms. Each firm deemed capable of meeting all requirements shall submit 
a detailed bid or proposal, including costs, for evaluation. The firm with the evaluated bid or proposal 
that is most advantageous to the City will then be offered a contract. If it is bid, this would be a form of 
multi- step bidding. 

 

SECTION F – SOLE SOURCE AND STANDARIZATON PROCUREMENT 

POLICY 2.25 EXEMPTION FROM BIDDING PROCEDURE 

Sole source or Standardization procurement is exempt from bidding procedures. The using department 
must submit to the Finance Department in writing for his/her approval the attempts made, or the data 
collected to substantiate declaring a product or service “sole source”. The City Commission must 
approve the award of the contract if the dollar amount exceeds $25,000. 

 

SOLE SOURCE 
 

The following criteria must be met in order to satisfy the sole source or proprietary source requirement: 
 

• It is the only item that will produce the desired results (or fulfill the specific need) …or 
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• The item is available from only one source of supply … or 

• The item is available from more than one vendor but due to extreme circumstances, only one 
vendor is suited to provide the goods or services. 

 
Sole source and proprietary source purchases are exempt from competitive requirements. However, all 

sole source requisitions exceeding $10,000 in value will be electronically advertised for a period of at least 

5 business days. The steps to follow for sole source and proprietary source purchases are as follows: 

a. The User Department/Department and the Finance Department shall attempt to locate 
competition. Staff will also check for piggyback contracts. If no other sources are found, the 
User Department/Department shall submit to the Finance Department a completed sole 
source/proprietary source form, indicating the requisition number. 

b. A sole source or proprietary source form shall be used to justify and document the 
requirement. The form shall state why only one source can produce the desired results (or 
fulfill the specific need). 

c. The Finance Department will electronically post on the City website a description of all 
requisitions meeting the requirements for competitive pricing per Florida Statute for a period 
of at least seven (7) business days after the receipt of a completed sole source form from the 
department. 

d. The Finance Director shall review and approve or disapprove, in writing; sole 
source/proprietary source designation. 

e. The User Department/Department shall be notified of disapproved requests and the 
purchase shall be made in accordance with standard procedures. 

f. When the Finance Director approves a sole or proprietary source, staff shall conduct 
negotiations on price, delivery, and terms. The price must be determined fair and reasonable. 

g. The Finance Department shall keep a log of sole/proprietary source purchases, which 
includes the vendor name, the amount, item description, justification, and the purchase order 
number. 

h. For those instance that services are needed involving multiple years (i.e. maintenance of 
equipment, warranty, etc.) the request must be combined to capture the project, as a whole, 
and the proper approval must be obtained. 

 
STANDARDIZATION 

 
Standardization is the process of examining characteristics and needs for items of similar end usage and 
developing a single specification that will satisfy the need for most or all purchases for that purpose. 
Proprietary purchases (usually components) maintain a degree of continuity to the original or existing  
decor, equipment, or programs. 

 
Where standardization is determined to be desirable by the City, the purchase of materials, supplies and 

equipment and certain contractual services may be made by negotiation. Compatibility to existing 

equipment will be an acceptable justification for waiver of bidding procedures provided the item meets 
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the other criteria within the definition of sole source item (i.e.; available from only one source and only 

item that will produce the desired results). 

 

SECTION G – OTHER GENERAL POLICIES REGARDING SOLICITATIONS 

POLICY 2.26 MULTI-TERM BIDS 

A multi-term bid is appropriate when it is in the best interest of the City to obtain uninterrupted services 
or supplies extending over more than one fiscal period. The objective is to promote economy and 
efficiency in procurement through volume, or to encourage competition when there are high start-up, or 
phase-in phase-out, costs. The procurement of like goods or services that exceeds $25,000 within a rolling 
twelve months would be required to have a competitive bid issued for future procurements. 

 

POLICY 2.27 ADDITIONAL SPECIFICATION CLAUSES 
 

Multi-term contracts shall include a clause that the contract will be canceled if funds are not appropriated 
or otherwise made available to support continuation of performance in any fiscal period succeeding the 
first (if this is expected to happen, the contractor should be notified as soon as possible). 

 
If the City will accept an escalation clause, that prices will remain firm for a certain period of time, and 
then may escalate (or de-escalate) according to some formula or index, or according to the amount 
stipulated by the bidder in his/her bid. 

 

POLICY 2.28 AWARD 
 

Award shall be made as stated in the solicitation and permitted under the source selection method 
utilized. Care should be taken when evaluating multi-term bids to avoid award to a bidder with a low 
first period price, and a high escalated subsequent period’s price. To avoid this, the City should either tie 
any escalation or de-escalation to an index (Southeast Region Consumer Price Index), or set an escalation 
cap. 

 

POLICY 2.29 NOTIFICATION 
 

All bidders shall be notified in writing as soon as possible after award or rejection of bids or proposals. 
 

POLICY 2.30 REJECTION OF BIDS 
 

Any or all bids may be rejected when it is in the best interest of the City to do so. The item may, or may 
not, be re-bid in the best interest of the City. 

 
POLICY 2.31 NON-COMPETITIVE NEGOTIATION 

 
Non-competitive negotiation may be used when the award of a contract is not feasible under any other 
formal procedure. Circumstances under which a contract may be awarded by noncompetitive 
negotiation are limited to the following: 
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• Cooperative Governmental Contracts: 

• Resale: Items for resale, such as those being marketed by an enterprise function, shall be 
exempt from bid requirements; 

• Copyrighted Materials: 

• Acquisition of Real Property, such as land, easements, rights-of-way, existing buildings, 
structures, or improvements, resulting from negotiations and approved by the City 
Commission; 

• Court-ordered fines and judgments, resulting from litigation; 

• Exceptional disbursement as authorized by the City Commission; 

• Court-ordered fees, resulting from the judicial process, processed by the Clerk of the Court, 
and recorded against the budget for such fees; 

• Cash transfers and investment transactions for fiscal management purposes, recorded against 
general ledger accounts; 

• Accrued or current liabilities already charged against the budget, recorded against general 
ledger accounts; 

• Debt service payments charged against budgetary accounts as authorized by the City 
Commission; 

• Postage or other delivery services; 

• Utility refunds; 

• Pre-Employment testing; 

• Employee deduction; 

• State or County license, permit renewals or auto tags; 

• Refunds of current or prior year revenues charged against budgetary accounts; 

• Grant disbursements to federal, state, or local government Departments, or to private groups 
or Departments; 

• Insurance including but not limited to liability, property, medical, and workers compensation 
insurance or payments from any loss fund established for such purpose; 

• Dues and memberships in trade or professional organizations, subscriptions for periodicals, 
advertisements, copyrighted material, part-time, authorized hospitality expenses, and fees 
and costs of job-related travel, seminars, tuition registration and training as allowed by the 
City budget; 

• Temporary work force 

• Legal services, expert witnesses, court reporter services, and all other related expenses of 
claims and/or litigation; 

• Consultant Services, other than those regulated by § 287.055, Fla. Stat.; 

• Title insurance, title commitments, title searches, and ownership and encumbrance searches; 
and 

• Transactions by Inter-local Agreement. 

• Advertisements in a local newspaper or radio station. 
 

POLICY 2.32 ONE RESPONSE 
 

The Finance Department shall make every attempt to receive multiple bid responses. Should only one 
response to an Invitation to Bid, Request for Proposals, Request for Qualifications, or Request for Letters 
of Interest be received, the City Commission shall have the following options: 
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(a) Accept the offer was made, if the price is fair and reasonable. 
 

(b) Negotiate an acceptable contract with the sole bidder. 
 

(c) Reject the offer as non-competitive and re-bid making changes to allow more competition. The 
changes may be, but are not limited to, the specifications, mailing list, and the advertising 
medium. 

 
POLICY 2.33 ERROR IN BID OR PROPOSAL 

 
In the event of a unilateral mistake or deficiency on the part of the low bidder, the following should be 
considered in determining whether the City should waive the bid deficiency: 

 

Will allowing the bidder to correct the deficiency or mistake deprive the City of its assurance that the 
contract will be entered into and performed? 

 
Will allowing the bidder to correct the deficiency or mistake give any bidder an unfair advantage or 
otherwise undermine “the necessary common standard of competition”? 

 
The following action shall be taken: 

 
(a) If the error or deficiency is not material to the bid or proposal, the bidder may be allowed to 
send us a letter correcting the error or misinformation. 

 

(b) If the error and the correction are clearly evident, such as typographical, extension of unit 
prices, transposition, and arithmetical, the bidder may be allowed to send us a letter correcting 
the error. 

 
(c) If the error or deficiency is material to the bid, it may not be corrected. The bidder may go 
forward with the contract as bid, or the bidder may be allowed to withdraw its bid and the City, 
in its discretion, may accept the withdrawal with or without penalty. A typical penalty would be 
the difference between the low bid which contains the error, and the bid that is accepted. 

 

POLICY 2.34 NO BIDS 
 

In the event no bids or proposals are received in response to a formal Invitation to Bid or Request for 
Proposals, the City has the following options: 

 

(a) Re-bid with either the same or revised specifications. 
 

(b) If, in the opinion of the Finance Department, re-bidding would produce the same results as 
the original bid, the Finance Department and a representative of the using department may 
negotiate for the purchase of the desired commodity or service. 

 
(c) Obtain informal written quotations, and purchase from the lowest quote meeting 
specifications. 
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POLICY 2.35 CONTRACT RENEWAL 
 

An agreement entered into as a result of an Invitation to Bid, Request for Proposals, Request for 
Qualifications, or Request for Letters of Interest may be renewed for additional one or multiple year 
periods upon mutual agreement in writing, under the same prices, terms, and conditions if this provision 
was in the original solicitation. 

 

SECTION H - PROCUREMENT RECORDS MANAGEMENT 

POLICY 2.36 BID FILES 

Each Invitation to Bid, Request for Proposal, Request for Qualifications, or Request for Letters of Interest 
shall be assigned its own, individual number, and date and time of opening. A folder shall be used for 
each bid, with the label identifying the bid name, bid number, and user department. In each folder shall 
be placed all information related to the bid. At a minimum, the following information shall be included: 

 

• Proof of the advertisement announcing the bid or Online notification. 

• The specifications. 

• The original bids submitted. No marks, notes, or writing of any kind shall be made on the original 
bids. If such is necessary, make a copy and use it to write on. Keep the envelopes, which have 
been time-stamped when received by Purchasing, until Purchasing has received all the 
necessary documents from the awarded bidder, or, until Purchasing is reasonably sure no protest 
will be filed, whichever comes later. 

• Copy of the contract or agreement with the awarded bidder. 
• Proof of the required insurance from the awarded bidder. 

• Copies of any required licenses or other documents. 
 

POLICY 2.37 FLORIDA PUBLIC RECORDS LAW 

 
Chapter 119, Florida Statutes, generally known as the “Florida Public Records Law”, provides that all 
documents, papers, records, and similar material produced or received by an Department or political 
subdivision of the State are subject to public inspection and examination under reasonable conditions 
and at reasonable times, under supervision by the custodian of the public record or the custodian’s 
designee. Accordingly, unless specifically exempted by law, all bids and materials received with bids 
will be considered a matter of public record. The items exempt will be in accordance with the “Florida 
Public Records Law.” The City and its staff cannot regard any other document, information, or data as 
proprietary or confidential unless so advised by the City Attorney. 

 

Purchasing Records shall be maintained, stored, and destroyed according to the rules of the State of 
Florida and the City of Holly Hill. 
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SECTION I – ALTERNATE ACCEPTABLE MEANS OF PROCUREMENT 
 

POLICY 2.38 STATE OF FLORIDA TERM CONTRACTS / SNAPS AGREEMENTS 
 

State of Florida Contracts for a variety of commodities has been competitively bid and meets all the State 
and City of Holly Hill requirements for bidding. They may be accessed through the Internet at the 
following address: myflorida.com or you may call the Finance Department for assistance. State of Florida 
SNAPS Agreements are also accessed through the Internet via the State of Florida Contract System. These 
agreements include a variety of goods and services that utilize recycled and/or innovative products at 
pre-negotiated prices. SNAPS Agreements may be utilized in lieu of competitive bidding as follows: any 
single purchase from a SNAPS Agreement shall not exceed $25,000 without City Commission Approval. 

 

POLICY 2.39 OTHER GOVERNMENT ENTITIES’ CONTRACTS 

 
The City may utilize (piggy-back) any other government entity’s open contracts that have been 
competitively bid and awarded to the low responsive, responsible bidder meeting specifications, in 
accordance with City Purchasing regulations. The City may also piggyback off U.S. General Services 
Administration, “GSA Contracts”. When another entity’s contracts is to be utilized, a copy of that contract 
shall be forwarded to the Finance Department for review and evaluation to determine if it meets the City’s 
requirements regarding competitive bidding and award. 

 

POLICY 2.40 COOPERATIVE PURCHASING 
 

The City may join with one or more other government entity and jointly bid common commodities or 
services. Cooperative Purchasing may take the following forms: 

 

• One entity “piggybacking” on the contract of another. 

• Entities joining together to bid. 
 

POLICIES 2.41 RESPECT AND PRIDE 
 

Items purchased from these Departments are exempt from bidding. Purchasing has catalogues and price 
lists from these Departments. 

 

RESPECT of Florida (Florida Association of Rehabilitation Facilities, Inc.) 
Florida Statute Sections 413.032-413.037 directs state and local government Departments to purchase 
certain products and services from qualified, nonprofit, community-based organizations employing 
persons with disabilities. 

 

PRIDE (Florida Prison Industries) - Florida Statute Section 946.006 authorizes the manufacture, 
processing, or production of "such items as are ... needed and used in state institutions and Departments 
and in other governmental jurisdictions of the state." 

 
POLICY 2.42 OWNER DIRECT PURCHASES (ODP) 

 
It may be to the City’s advantage to directly purchase materials, components, or systems to be used in a 
construction project. The advantages are a savings in sales tax (the City is tax-exempt, contractors are 
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not), and the contractor’s mark-up. If so doing, the construction contract shall contain language to make 
the contractor responsible for expediting, receiving, storing, protecting, installing the goods, arranging 
for training of staff by the supplier, and providing the suppliers’ and manufacturers’ warranties. Also, 
long-lead-time items may be ordered by the City, while the bidding/contract negotiation process is 
ongoing. 

 

In the event the City elects to make direct purchases, the responsibilities of both, the City and the 
Contractor relative to direct purchase Items shall be governed by the terms and conditions contained 
herein, in the solicitation and in the contract. 

 
SECTION J - SMALL PURCHASES 

 
POLICY 2.43 PURCHASES BELOW BID LIMIT 

 
Purchases which fall under the bid limit, and cannot be grouped for bidding, shall be made in conformity 
with one or more of the following procedures: 

 
(a) The City’s Procurement Card may be used for certain purchases, with the approval of the 
department head, may be used by the departments for immediate need of supplies, materials, 
and contractual services not to exceed the maximum value of $5,000. The individual authority 
levels will be determined by Finance Policy and Procedures with the concurrence of the City 
Manager. Higher limits may be established as a payment tool by the City Manager. 

 
(b) The City’s Field Purchase Order may be used for certain purchases, with the approval of the 
department head, may be used by the departments for immediate need of supplies, materials, 
and contractual services not to exceed the maximum value of $5,000. 

 
SECTION K – LOCAL PREFERENCE 

POLICY 2.44 VENDOR PREFERENCE 

A local vendor would be interpreted as a bidder, which as of the date of the bid opening, has a valid 
Business Tax Receipt (BTR) issued by the City of Holly Hill to do business in the City of Holly Hill which 
authorizes the vendor to provide the goods, services, or construction to be purchased and has a physical 
address located within the limits of Holly Hill from which the vendor operates or performs business. A 
Post Office Box cannot be used to establish physical address. 

 

A local vender preference of no greater than 5% (Not to exceed $5,000) of the price submitted by the non- 
local vender shall be granted with City Commission approval. 

 
SECTION L –PROCUREMENTS 

 
POLICY 2.45 EMERGENCY PURCHASE ORDER (EPO) 

 
Emergency purchases are approved per the spending authority levels outlined in this Policy and subject 
to review by the Finance Director. The City Manager may approve emergency purchases up to $50,000 
and notify the Commission of the purchase at the next Commission meeting. 
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For emergency purchases the using department shall request an emergency purchase from the Finance 
Department after the City Manager or Finance Director approves the request. Emergency Purchase 
Orders are only to be used when a threat exists to the public health, welfare, or safety, or if the operation 
of a City Department would be seriously hampered if immediate action is not taken. 

 
EMERGENCY PURCHASES - NIGHTS, WEEKENDS, OR HOLIDAYS: If an emergency occurs when 

the Finance Department is closed, the Department Head shall act to secure the necessary materials or 

service. The evidence of purchase such as sales ticket, bill, delivery slip, counter receipt, etc., which the 

supplier normally furnishes, will be submitted concurrently with the requisition by the department to 

the Finance Department on the next work day following the date of purchase. Such back-up documents 

will be submitted to Finance. Emergency Justification form must be forwarded to the Finance 

Department by the next business day. 

GENERAL INFORMATION: When emergency purchases are made, the department will make the 

purchase at the best possible price. A true emergency can occur as a result of parts and labor needed for 

repairs to vehicles or equipment, which must be kept in operating order. Emergencies due to negligence 

are to be avoided. Failure to anticipate normal needs, project deadline dates or a desire to expend excess 

or remaining budgeted funds prior to year-end do not constitute an emergency. 

NOTE: Emergency purchases are costly and should be kept to a minimum. They are usually made 

hurriedly, on a non-competitive basis, and at top prices. Most vendors charge a premium when supplies 

must be obtained immediately. 

SECTION M - ENERGY EFFICIENCY 

 
Departments shall take pro-active measures to promote energy efficiencies. 

 

POLICY 2.47 ENERGY EFFICIENCY 
 

The City supports efforts to protect the environment, conserve energy, and reduce waste in its operations. 
When planning new construction or retrofitting, design professionals or the City department doing the 
work shall investigate energy conserving systems, equipment, and materials, and weigh the initial 
additional cost against the pay-back period. If the pay-back period is reasonable, the City shall specify or 
buy the energy conserving systems, equipment, and materials. 

 
CHAPTER 3 - VENDORS 

 
POLICY 3.1 ACCEPTANCE OF GIFTS 

 
All employees of the City of Holly Hill shall keep themselves free of obligations by refusing to accept 
any gifts or entertainment, other than advertising materials such as pens, note pads, calendars, baseball 
caps, T-shirts, or other inexpensive office supplies advertising the vendor’s name and/or product, 
offered by any of the City’s suppliers or prospective suppliers. 
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POLICY 3.2 INVOICE PAYMENT 
 

The City of Holly Hill’s policy towards vendor invoices is to pay them promptly an in compliance with 
the State of Florida Prompt Payment Act F.S. 218.70. We expect good service and quality from our 
vendors, and we, in turn, should pay them in a timely manner. The using departments are directed to 
adhere to this policy to maintain vendor good will, to take advantage of discounts, and to avoid interest 
charges. Also, prompt payment also allows Accounts Payable to take advantage of vendors’ discounts. 

 
The Finance Director shall have the right to choose the most advantageous method of payment for all 
invoices received by the City. 

 

POLICY 3.3 DISQUALIFICATION OF BIDDERS 

 
A bidder may be disqualified temporarily or permanently and his/her bid(s) rejected for: 

 

• Poor performance or default, in the City's opinion, on previous contracts with the City. 

• Poor performance or default, in the City's opinion, on previous contracts with other public 
entities. 

• Insufficient financial or company size, in the City's opinion, to perform the requirements of the 
contract. 

 
POLICY 3.4 DEBARMENT OR SUSPENSION 

 
A contractor or vendor may be temporarily or permanently barred or suspended from doing business 
with the City for the following reasons: 

 

• Failure to make delivery as contracted. 

• Substitution of other, inferior or un-contracted for materials or services. 

• Failure to make satisfactory adjustments. 

• Misstating any information submitted to the City. 

 

POLICY 3.5 REINSTATEMENT PROCESS 

 
A contractor who has been permanently debarred may not be reinstated; it may not be a subcontractor 
to another firm having a contract with the City. If a principal or officer of the debarred or suspended 
contracting firm becomes a principal or officer of another firm, that other firm shall also be debarred or 
suspended. If a principal, officer, or employee of the debarred or suspended contractor becomes an 
employee of another firm, the City may require that employee have no part in any work for the City. 

 

A contractor who has been temporarily barred or suspended from doing business with the City must 
appeal to the City Manager or Finance Director, to be reinstated. 
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POLICY 3.6 APPEALS AND REMEDIES 
 

Reconsideration of a decision of the Finance Department may be requested of the Finance Director by 
the protester. 

 
A contractor or vendor that has been notified of a proposed debarment action may request in writing 
that a hearing be held. Such request must be received by the official proposing the action within five days 
of receipt of notice of the proposed action. 
In order to be reinstated, the contractor or vendor shall do any or all of the following, as required at the 
City’s discretion: 

 
(a) Make restitution to the City for any and all losses incurred due to default of the contractor. 

 

(b) Petition the City for reinstatement, and outlining the measures that have been instituted to 
eliminate the causes of the default. 

 
(c) Outline the procedures that have been put into place to allow the contractor to monitor its 
performance and/or materials. 

 
(d) Agree to a retention by the City of partial or final payments (or if intrinsic to the contract, a 
larger retention than called for in the specifications) until the City has complete satisfaction with 
performance of the contract. 
(e) Post a performance bond. 

 

CHAPTER 4 - CONSTRUCTION BIDS 
 

POLICY 4.1 METHODS OF CONTRACTING FOR CONSTRUCTION 
 

The following are types of methods of contracting for construction, but other methods may be used as 
deemed appropriate. 

 
(a) SINGLE PRIME CONTRACTOR. One contract with one licensed General Contractor who will use 
subcontractors to build according to plans and specifications prepared by an architect/engineer. 

 

(b) MULTIPLE PRIME CONTRACTORS. A contract with each of a number of specialty contractors to 
complete a portion of the project in accordance with plans and specifications prepared by an 
architect/engineer. The City may take responsibility for management of the project, or one of the 
multiple contractors may have management of the project included in his/her contract. 

 
(c) DESIGN-BUILD OR TURN-KEY. The City issues a Design Criteria Package, and contracts with a 
design-build contractor or team that will design and build the project to its completion. 
(d) CONSTRUCTION DEPARTMENT. A licensed construction person, who evaluates the design, 
coordinates, administers, and oversees the project to insure completion in accordance with the plans and 
specifications of an architect/engineer, at or below the specified price, on or before the specified date for 
completion. 
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(e) SEQUENTIAL DESIGN AND CONSTRUCTION. The design of the entire project is substantially 
complete prior to bidding and beginning construction. 

 
(f) PHASED DESIGN AND CONSTRUCTION OR FAST-TRACK CONSTRUCTION. Construction is 
begun when appropriate portions have been designed, but design of the entire project has not been 
completed. Bidding this type of design is difficult, if not impossible. 

 
POLICY 4.2 BID PACKAGE SPECIFICATIONS 

 
Following are subjects which shall be addressed in the Specifications: 

 
(a) Bonding Requirements: (In accordance with 255.05 of Florida Statutes) 

 

1. Bid Bond - Guarantees contractor can get a Performance Bond. 
2. Performance Bond - 100% of the cost of construction. 
3. Payment Bond -100% of the cost of construction. (At the discretion of the City Manager, the 
Performance and Payment Bonds may be separate bonds, or may be one bond.) 

 
(b) Insurance: 

 
1. General 

2. All Builders Risk 

3. Installation Floater 

4. Explosion 

5. City shall be included as an “Additional Insured” 
 

(c) “Or Equal”: 

1. Approved products lists may be used. 

2. If “or equal” materials are allowed, who will decide if substitute is equal? 
 

(d) Alternates - Add or Deduct 
 

Additive or deductive alternates are discouraged. If they are used, the criteria for award shall be outlined 
in the specifications. 

 
(e) Liquidated Damages. Detail amount of any Liquidated Damages to be included in the bid package. 

 
(f) Substantial Completion or Beneficial Occupancy shall be clearly defined. Please refer to the section in 
this manual entitled “Closing out a Project” for requirements. 

 

(g) Progress Payments & Retainage -Section 255.05(2) of Florida Statutes. The City shall retain 10% of 
each request for progress payment until the project has been determined to be substantially complete. 
Upon substantial completion, the retainage shall decrease to 5%, at the discretion of the Finance 
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Department, and the contractor may request payment of one half of the funds previously retained. This 
section only applies to contracts applicable to Section 255 of Florida Statutues. 

 
(h) Liens: 

 

1. Partial Releases of Lien shall be required prior to or within five working days of City’s 
progress payment to contractor. 

 
2. No subsequent payment shall be made until approved Releases have been received for 
previous payments. 

 
3. Final Releases of Lien shall be required prior to or within five working days of final payment 
to contractor minus retainage. 

 
4. No retainage shall be paid until all Releases of Lien are received by the City. 

 
5. Each invoice for a progress payment shall have indicated on it by the City’s Construction 
Department that the appropriate releases of lien have been received. 

 
(i) Final Completion and Payment: Please refer the section in this manual entitled “Closing out a project” 
for requirements. 

 
POLICY 4.3 CHANGE ORDERS 

 
May be unilaterally issued by the City. Must be approved in writing by the Architect/Engineer (A/E), 
the Construction Manager, the Project Manager, the Department Head, the Finance Director, the City 
Manager. The change order cannot exceed 10% of the original award amount (Not to exceed $25,000). 
The City Commission must approve all change orders exceeding $25,000. 

 
Shall include method of pricing, e.g.: “The cost or credit to the City resulting from a Change Order shall 
be determined in one or both of the following ways: 

 
(a) By mutual acceptance of a properly itemized lump-sum amount supported by sufficient 
substantiating data to permit evaluation. 

 

(b) By unit prices stated in the contract documents or subsequently agreed upon. 
 

POLICY 4.4 FIELD CHANGE ORDERS 
 

(a) The Consultant, Construction Manager, and Project Manager may issue written Field Change Orders 
which interpret the contract documents, or which order minor changes in the work, without change in 
contract sum or contract time. 

 

(b) List license and permit requirements. 
(c) City shall have no responsibility for property or equipment of contractor. City shall have no 
responsibility for damage, theft, or vandalism to materials for job, even though the City has issued the 
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Purchase Order and paid for the materials or equipment, until City accepts the project as substantially 
complete. 

 

POLICY 4.5 TERMINATION BY THE CITY 
 

(a) If the Contractor is adjudged to be bankrupt, or if he makes a general assignment for the benefit of 
his creditors, or if a receiver is appointed because of his insolvency, or if he persistently or repeatedly 
refuses or fails, except in cases for which extension of time is provided, to supply enough properly skilled 
workers or proper materials, or if he fails to make prompt payment to subcontractors or for materials or 
labor, persistently disregards laws, ordinances, rules, regulations or orders of any public authority 
having jurisdiction, or otherwise is guilty of a substantial violation of a provision of the contract 
documents, then the City may elect any of the following actions to obtain completion of the work. Should 
either actions two or three be elected, the Surety shall execute an appropriate document indemnifying 
the City against third party claims. 

 
(b) Permit the Contractor, with the assistance and consent of the Surety, to continue and complete the 
work in accordance with the terms and conditions of the contract documents. 

 
(c) After giving the Contractor and his surety seven days written notice, terminate the contract and 
request the Surety to complete the work and satisfy all legitimate claims against the Contractor as 
required by the Performance and Payments Bonds. As the Surety completes the work satisfactorily, the 
balance of the contract sum will be paid in accordance with the terms and conditions of the contract 
documents. 

 

(d) If the Surety fails to act expeditiously and competently to complete the work according to the terms 
of the contract documents, the City may then, without prejudice to any right or remedy and after giving 
the Contractor and his Surety seven days’ written notice, terminate the employment of the Contractor 
and take possession of the site and of all materials, equipment, tools, construction equipment and 
machinery thereon owned by the Contractor, and may finish the work by whatever method the City may 
deem expedient. In such case the Contractor shall not be entitled to receive any further payment until the 
work is finished. Such action may be taken by the City only after consulting with the Construction 
Manager and the Project Manager and after the consultant certifies that sufficient cause exists to justify 
such action. 

 

(e) If the unpaid balance of the contract sum exceeds the costs of finishing the work, including 
compensation for the Consultant’s, Construction Manager’s, and Project Manager’s additional services, 
such excess shall be paid by the Contractor. If such costs exceed such unpaid balance to include 

liquidated damages, the Contractor and/or his Surety shall pay the difference to the City. The costs 
incurred by the City as herein provided shall be certified by the Consultant and Construction 
Manager. 

 
(f) For the purpose of determining debarment criteria, or for evaluating performance for future City 
work, the exercise by the City of any action authorized by sub-paragraph 1, 2, or 3, above shall be 
equivalent to a default. 
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CHAPTER 5 - CLOSING OUT A PROJECT 

POLICY 5.1 AT SUBSTANTIAL COMPLETION 

Substantial completion of a project is the point at which the work has progressed to where it is sufficiently 
complete so that the project, or part thereof, can be utilized for the purposes for which it is intended. The 
Designer, the Construction Manager, the Project Manager, the Building Officials, and the using 
department must all agree that the project has reached this stage. 

 
(a) A punch list of work yet to be done, or work to be corrected or repaired, along with the time within 
which the work shall be completed, shall be developed at this time. 

 
(b) If the contract documents call for it, and at the discretion of the City, the Contractor’s retention may 
be reduced to 5% at this time. If the contract documents call for it, and at the discretion of the City, 
liquidated damages may be reduced to 75%. 

 
POLICY 5.2 AT FINAL COMPLETION 

 
Prior to final payment, all of the following shall have been completed: 

 

• Completion of the items on the punch list. 

• Final approved inspection by the Building Official. 

• Issuance of a Certificate of Occupancy. 

• Receipt of as-built plans. 

• Receipt of final releases of lien from the Contractor, suppliers and subcontractors. In the event 
the final releases of lien from all the subcontractors and suppliers cannot be furnished, the 
Contractor shall submit a “Consent of Surety to Final Payment”, recognizing lack of such releases 
of claim. 

• Proof of current insurance. 

• Training of staff on use and maintenance of equipment and materials, as specified. 

• Receipt of manuals on equipment and materials. 

• Receipt of warranties on equipment and materials. 

• Receipt of a list of subcontractors, major material and system suppliers, their project 
representative, trade, address, and telephone number. 

 

All of the above (when practical) shall be bound in a ring binder. 
 

CHAPTER 6 – BONDS AND BID SECURITY 
 

Chapter 255 of the Florida Statutes states that any person entering into a contract for the construction or 
renovation of a public building or a public work shall be required to deliver to the owner (City) a 
payment and performance bond. The City has discretion to exempt projects for $200,000 or less from the 
requirement of a payment and performance bond. In the City of Holly Hill, the City Manager or Finance 
Director must approve any exemption. An exemption is discouraged. 
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POLICY 6.1 SURETY COMPANY 
 

The Surety shall be listed in the latest Federal Register of the US Department of the Treasury, “Companies 
Holding Certificates of Authority as Acceptable Sureties on Federal Bonds and as Acceptable Reinsuring 
Companies”. The contract amount shall not exceed the underwriting limitations as shown in this circular 
publication. The underwriting limitations shall exceed the contract amount. Do not accept a letter stating 
that the Surety has reinsurance for amounts over what the Federal Register says they can write. 

 
(a) If a Surety is on the Treasury Listing of the Federal Register, giving the bonding limits, there is no 
need to be concerned over Best or Moody & Poor’s ratings. The company must be licensed to transact 
surety business in the State of Florida. 

 

(b) A high A.M. Best rating is acceptable, but not as good as being listed in the Federal Register. The 
larger the contract amount, the higher the rating should be. 

 
(c) Bond premiums are based on the amount of the contract, not the value of the bond. 

 
POLICY 6.2 CONSENT OF SURETY 

 
Obtain the consent of the Surety to make final payment to the contractor. You may require the Contractor 
to submit such approval with the request for final payment. 

 
(a) Contractor must submit Final Releases of Lien with, or within five days of, the request for final 
payment. 
(b) Contractor shall provide the City with the name, address, and telephone number of the Florida 
resident agent. 

 
POLICY 6.3 BID GUARANTEE OR BID DEPOSIT 

 
A bid guarantee or bid deposit may be a certified check, a bid bond, or other negotiable instrument 
accompanying a bid as assurance that the bidder will, upon acceptance of his bid, execute such 
contractual documents as may be required within the time specified. There is no charge to the contractor 
for this bond. 

 
POLICY 6.4 PERFORMANCE BOND 

 
The awarded bidder or contractor shall provide a Performance Bond for 100% of the contract price or a 
specified dollar amount, to secure fulfillment of all the contractor’s obligations under the contract. 
If a change order materially alters the terms of a contract and substantially expands the scope of work to 
include work that was specifically excluded under the original contract and the City will not approve 
any such change order unless the Surety consents. 

 

POLICY 6.5 PAYMENT BOND 
 

The awarded bidder or contractor shall provide a Payment Bond for 100% of the contract price to insure 
payment of all persons supplying labor and material in the execution of work provided for in the 
contract. 

6.1.a

Packet Pg. 207

A
tt

ac
h

m
en

t:
 E

xh
ib

it
 A

 (
R

E
S

O
L

U
T

IO
N

 2
02

0-
X

X
 P

U
R

C
H

A
S

IN
G

 P
O

L
IC

Y
 A

M
E

N
D

E
D

) 
 (

20
20

-R
-3

5 
: 

A
m

en
d

in
g

 t
h

e 
C

it
y 

o
f 

H
o

lly
 H

ill
's

 P
u

rc
h

as
in

g



31 
City of Holly Hill Purchasing Policies Manual 

 

POLICY 6.6 WARRANTY BONDS 
 

The Warranty or Guaranty Bond shall guaranty all labor and materials against defects for a period of one 
year from the date of substantial completion, or completion of the contract. Warranty bonds can be 
bought for additional 2 or 3 years. The responsible party to pay for the cost of the additional Warranty 
Bonds must be specified in the original bid. 

 

POLICY 6.7 FLORIDA STATUTES REGULATING BONDS 
 

(a) Florida State Statute 255.05 - Little Miller Act regulates State’s bonding requirements. 
(b) Florida State Statute 723.13 - Lien law (private work) states that City property cannot be liened. 

 

POLICY 6.8 LIQUIDATED DAMAGES 
 

Should the Contractor fail to complete the work and provided the contractor has not previously obtained 
an extension of time from the City, a sum appropriate with the following schedule shall be deducted as 
liquidated damages for each calendar day of delay from the final contract price. This schedule is a guide 
and may be adjusted if needed. Language allowing for liquidated damages must be included in the 
project bid documents. 

 
Contract Price Liquidated Damages 

 

Up to $1,000,000 $150.00 per day 
Greater than $1,000,000 $250.00 per day 

 
Liquidated damages may be reduced upon substantial completion to 75%, at the discretion of the City. 

Declaring the contractor in default shall not mitigate the City’s right to assess liquidated damages. 

CHAPTER 7 – INSURANCE 
 

POLICY 7.1 EVENT OF CANCELLATION NOTICE 

 
Each policy shall be endorsed to reflect that the City will be given not less than thirty days written notice 
in the event of cancellation. Upon expiration or cancellation of any insurance, the contractor shall provide 
the City with proof of renewal or replacement insurance, with no change in coverage and no lapse of 
coverage. The City has the right to purchase replacement insurance and charge the contractor, including 
deducting the cost from future payments to the contractor. 

 

POLICY 7.2 INSURANCE CERTIFICATE 
 

(a) Insurance companies sell direct or through agents. 
 

(b) The Insurance Certificate must have an original signature. A faxed certificate must be followed 
immediately by an original. 
(c) The City shall be the Certificate Holder. 
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(d) The Certificate shall reference the bid number and the project name. 
 

POLICY 7.3 PROOF OF INSURABILITY 
 

A binder is good only for thirty days. Insist on proof of an issued policy within thirty days. 
 

The Finance Department or Risk Manager may require the contractor to produce an original insurance 
policy to verify coverage. All insurance companies providing the insurance under this contract must be 
authorized to conduct business under the laws of the State of Florida. 

 
POLICY 7.4 ADDITIONAL INSURED 

 
The City shall be listed as an Additional Insured for Comprehensive General Liability Insurance. The 
City shall not be listed as an Additional Insured under Workers Compensation, Professional Liability, or 
Automobile Liability Insurance. If we are, we may be responsible for the insurance premiums. 

 
CHAPTER 8 – WAIVERS OF BID 

 
The City Manager may waive purchasing policy up to $25,000, and Commission may waive the formal 
bidding procedure over $25,000 for the following reasons. Every attempt should be made to obtain three 
written quotations. 

 

• The health, safety, or welfare of the citizens or employees is at stake. 

• To get a vehicle or equipment vital to the operations of the City back into service. 

• If equipment needs to be taken apart to give an estimate or price. 

• For the purchase or rental of real estate when location is important. 

• Emergencies and natural disasters. 

• When specifications must not be made public due to covert or confidential operations of the 
Police Department. 

• When advertising must be done in a specific publication such as a trade journal, local publication, 
etc. 

• To obtain materials, equipment, or services which cannot be purchased under normal bid 
procedures, as confirmed by the Finance Department. 

• When an essential government service would be interrupted. 

• When additional loss to public or private property might occur. 

• When, after notice in accordance with ordinance, no bids or proposals are received. 

• Otherwise as determined to be in the best interest of the City. 
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CHAPTER 9 - BID PROTESTS 
 

The resolution of Bid Protests shall be governed by the following policies: 
 

POLICY 9.1 NOTICE OF PROTEST 
 

This section shall apply to protests by bidders and proposers when the City Manager recommends a 
purchase of goods, supplies, equipment, or services that would cost twenty-five thousand dollars 
($25,000) or more. 

 
The City shall provide notice of its intent to award or reject to all bidders by posting such notice on the 
City’s website within two (2) working days after the posted review committee meeting. 

 
The bidder must file a notice of protest in writing to the Finance Director within three (3) working days 
after the posting of the notice of the City’s intent to award, and shall file a formal written protest within 
five (5) working days after filing the notice of protest. The notice of protest must be either, hand-delivered 
and date and time stamped by the Finance Department, or sent via Certified U.S. mail, return-receipt 
requested. Failure to file a protest within the time-frame specified herein shall constitute a full waiver of 
all rights to protest the City’s decision regarding the award of bid. 

 

• The written protest shall state in detail the specific facts and law or ordinance upon which the 
protest of the proposed award is based, and shall include all pertinent documents and evidence. 

• A written protest may not challenge the relative weight of evaluation criteria or a formula for 
assigning points. 

• Only a bidder whose bid is timely received and fully complies with all terms and conditions of 
the bid may protest an award. 

• Upon receipt of a formal written protest, the City may stop award proceedings until resolution 
of the protest; however, the award proceedings shall not be stopped if the City Manager decides 
the award must continue without delay in order to avoid an immediate and serious danger to the 
public health, safety, or welfare. 

• Any and all costs incurred by a protesting party in connection with a bid protest pursuant to this 
section shall be the sole responsibility of the protesting party. 

 

POLICY 9.2 PROTEST REVIEW 
 

A protest shall be reviewed and evaluated administratively and a decision in writing shall be forwarded 
to the protesting firm. If the protesting firm does not agree with the administrative decision, they may 
appeal the decision in writing to the City Manager within five (5) working days. The notice of appeal 
must be either, hand-delivered and date and time stamped by the City Manager’s Office, or sent via 
Certified U.S. mail, return-receipt requested to the City Manager. The decision of the City Manager will 
be final and submitted with his/her recommendation to the City Commission if the award exceeds 
$25,000. 

 

CHAPTER 10 - PURCHASE ORDER PROCESS 

 
This is an overview of the process to obtain a purchase order 
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• A need is determined by a person in a department. 

• The need is communicated, preferably in writing, to the person in the department responsible for 
typing or inputting the requisition. 

• The person with that responsibility types or inputs the requisition. Backup, forms, invoices, etc. 
are attached to the requisition. If it is input, such backup, with the requisition number written on 
it, is sent to the Finance Department for attachment to the Purchase Order, or other action. 

• If a requisition, it is circulated within the department for the appropriate approval signatures. 
Each electronic approval of a requisition automatically, electronically sends the requisition to the 
next person with approval authority. 

• The electronic requisition next goes to a Finance Department accountant for confirmation of the 
appropriate accounting code. 

• The electronic requisition next goes to the Finance Director or designee for review. The electronic 
requisition next goes to the Finance Director or designee for review. 

• Upon approval, the computer program assigns a Purchase Order number to the requisition. 

• The Finance Department then electronically sends the Purchase Orders to print. 

• The City Manager’s signature will be electronically affixed to the Purchase Order. 

• The Finance Department emails the original Purchase Order with any attachments to the vendor. 

• A copy of the Purchase Order is sent to the using department to match up with its paperwork on 
that order. It is held in an open file for attachment of the receiving slip and a copy of the invoice. 
It may then be filed in a completed file. 

 
CHAPTER 11 - USING DEPARTMENT’S RESPONSIBILITIES 

POLICY 11.1 RECEIVING 

The City shall require all products are shipped FOB Destination. Each department shall be required to 
inspect all deliveries of supplies or services to determine their conformance with the quality and quantity 
of the specifications set forth in the Purchase Order or contract. Should supplies or services not be as 
specified, the department shall make every effort to have the vendor correct the problem. If the 
department is unable to do so, they shall turn the matter over in writing, describing the problem and 
their efforts to have it corrected, to the Finance Department for assistance. If the non-conforming 
materials or services are not bid items, and are acceptable to the using department, they may have the 
vendor issue the City a credit for the difference between the materials or services specified and those 
delivered. If they are bid items, the vendor must conform. 

 

If any damage is found, the using department shall notify the vendor immediately and request an 
inspection. Document the notice with the name of the person to whom damage was reported, the date 
reported, and the action promised. If inspection or action is not taken when promised follow up in 
writing with documentation of the action promised and send a copy to the Finance Department. 
POLICY 11.2 PROCESSING VENDORS’ INVOICES 

 
Florida Statute 218.70, known as the “Florida Prompt Payment Act” sets forth “the policy of this state 
that payment for all purchases by local governmental entities is made in a timely manner”. This is also 
the policy of the City of Holly Hill. We expect prompt and accurate service from our vendors, and we 
should pay their invoices promptly and accurately. 
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The person who is assigned accounts payable responsibility shall match the vendor’s proper invoice with 
the City Purchase Order, and the receiving slip signed by the City employee who received the goods or 
services. If all three do not match, investigate and resolve the disparity. If all three match, the person 
with the authority to approve invoices for payment shall stamp and sign the invoice “...this invoice is 
approved for payment”. 

 

If invoice is for a partial payment, or against a Blanket Purchase Order, the invoice number, date, and 
amount paid shall be written on the department’s copy of the purchase order so the balance on the 
purchase order is always current. 

 
The approved invoice shall then be sent to the Finance Department. The invoice will be paid the next 
time checks are printed. At the time of this writing, invoices received by Accounts Payable by noon on 
Thursday will be paid on Monday morning. 

 
CHAPTER 12 - MISCELLANEOUS POLICIES 

 
POLICY 12.1 SOLICITATION, GIVING, AND ACCEPTANCE OF GIFTS POLICY 

 
Florida Statute 112.313 prohibits the solicitation or acceptance of Gifts. -“No public officer, employee of 
an Department, or candidate for nomination or election shall solicit or accept anything of value to the 
recipient, including a gift, loan, reward, promise of future employment, favor, or service, based upon 
any understanding that the vote, official action, or judgment of the public officer, employee, or candidate 
would be influenced thereby.” “... the term ‘public officer’ includes any person elected or appointed to 
hold office in any Department, including any person serving on an advisory body.” 

 
POLICY 12.2 DRUG-FREE WORK-PLACE POLICY 

 
Florida Statute 287.087 -“Whenever two or more bids which are equal with respect to price, quality, and 
service are received by the state or by any political subdivision for the procurement of commodities or 
contractual services, a bid received from a business that certifies that it has implemented a drug-free 
workplace program shall be given preference in the award process.” 

 

POLICY 12.3 PUBLIC ENTITY CRIME POLICIES 
 

Florida Statute 287.133 - “A person or affiliate who has been placed on the convicted vendor list following 
a conviction for a public entity crime may not submit a bid on a contract to provide any goods or services 
to a public entity, may not submit a bid on a contract with a public entity for the construction or repair 
of a public building or public work, may not submit bids on leases of real property to a public entity, 
may not be awarded or perform work as a contractor, suppliers, subcontractor, or consultant under a 
contract with any public entity, and may not transact business with any public entity in excess of the 
threshold amount provided in Section 287.017, for Category Two for a period of 36 months from the date 
of being place on the convicted vendor list.” 
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POLICY 12.4 PERSONAL USE OF GOVERNMENT CONTRACTS OR PRICING 
 

If a vendor offers bid prices to all government officials and employees, the City’s officials and employees 
may avail themselves of such. However, the product must be ordered and paid for by the official or 
employee directly to the vendor. 

 

CHAPTER 13 - CAPITAL ASSET 
 

Capital asset control entails tracking, compiling and maintaining an inventory of capital assets to control 
losses due to negligence or theft, to provide a basis for insurance claims and identify surpluses. Capital 
asset records are set up to comply with Florida Statute 274. 

 

POLICY 13.1 CAPITAL ASSET TRACKING 
 

Capital assets are tangible items (e.g. land, buildings, building improvements, vehicles, machinery, 
equipment and infrastructure) or intangible items (e.g. easements, water rights) with original cost or 
value of $5,000 or more (Higher thresholds depending on type of assets), with an estimated useful life of 
one (1) to five (5) years following the date of acquisition. Capitalization thresholds are to be applied to 
individual items rather than groups of similar items (e.g. desks and tables), unless the effect of doing so 
would be to eliminate a significant portion of total capital assets. Additional Finance Department Capital 
Asset Policies are available for additional thresholds and requirements. 

 

POLICY 13.2 DISPOSITION OF SURPLUS PROPERTY 
 

Disposition of surplus property shall be in accordance with Section 166 of Florida Statute. Each 
Department/Department must report its surplus or obsolete property, equipment, or supplies to the 
Finance Department. Once this is approved as surplus by the Finance Department shall be held until 
surplused. The Department shall provide a “Property Disposition Form” which shall include - all 
property/equipment declared surplus or obsolete and the requested method of disposition as mandated 
by "Florida Law". (F.S. 274.03) 

 

The Finance Department has the discretion to classify any City property/equipment as surplus that is 
obsolete or the continued use of which is uneconomical or inefficient, or which serves no useful function 
and is not otherwise lawfully disposed of per the City Charter or Ordinance. Qualifying 
property/equipment may be disposed of for value without bids to any governmental unit or if the 
property is without commercial value it may be donated, destroyed, or abandoned. (F.S. 274.06) Property 
valued to be under $5,000, may be disposed of in the most efficient and cost-effective means as 
determined by the Finance Department. Any sale of property the value of which is estimated to be $5,000 
or more shall be sold only to the highest responsible bidder or by public auction. (F.S. 274.06). 

 

All Property/equipment valued at $ 25,000 and above shall be approved by the City Commission and 
sold at public auction. 
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POLICY 13.3 PROPERTY TRANSFERS 
 

Each department must report property/equipment transfers by contacting The Finance Department 
through email notifying them that they wish to transfer property/equipment from one 
Department/Department to another. Once this email arrives, the Finance Department shall prepare a 
“Property Disposition Form”. All Transfer property forms must be forwarded to the Finance Department 
prior to the transaction. The Finance Department will process the transfer request, route for appropriate 
approvals and distribute executed copies to the required personnel and the Finance Department for 
appropriate adjustment to the City’s fixed asset records. Notification and delivery of the transferred 
property to the designated area is the responsibility of each Department/department. 

 

POLICY 13.4 SALE OF SCRAP MATERIALS 
 

Items that have lost all value in their original form or have been declared obsolete and cannot be sold 
will be classified as scrap and all items shall be placed in the metal scrap dumpster at the City Complex. 

 
CHAPTER 14 - ETHICS IN PUBLIC CONTRACTING AND PURCHASING 

POLICY 14.1 EMPLOYEE CONFLICT OF INTEREST 

It shall be unethical for any employee to participate directly or indirectly in a procurement when the 
employee knows that: 

 

• The employee or any member of the employee’s immediate family has a financial interest 
pertaining to the procurement; or 

• Any other person, business, or organization with whom the employee or any member of an 
employee’s immediate family is negotiating or has an arrangement concerning prospective 
employment is involved in the procurement. 

• An employee or any member of an employee’s immediate family who holds a financial interest 
in a disclosed blind trust shall not be deemed to have a conflict of interest with regard to matters 
pertaining to that financial interest. 

 
POLICY 14.2 GRATUITIES AND KICKBACKS 

 
Gratuities - It shall be unlawful for any person to offer, give, or agree to be given any employee or former 
employee, or for any employee or former employee to solicit, demand, accept, or agree to accept from 
another person, a gratuity or an offer of employment in connection with any decision, approval, 
disapproval, recommendation, preparation or any part of a program requirement or a purchase request, 
influencing the content of any specification or procurement standard, rendering of advice, investigation, 
auditing, or in any other advisory capacity in any proceeding or application, request for ruling, 
determination, claim or controversy, or other particular matter, pertaining to any program requirement 
or a contract or subcontract, or to any solicitation or proposal therefore. 

 

Kickbacks - It shall be unethical for any payment, gratuity, or offer of employment to be made by or on 
behalf of a subcontractor under a contract to the primary contractor or higher tier subcontractor any 
person associated therewith, as an inducement for the award of a subcontract or order. 
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Contract Clause - The prohibition against gratuities and kickbacks prescribed in this Section shall be 
conspicuously set forth in every contract and solicitation therefore. 

 

POLICY 14.3 PROHIBITION AGAINST CONTINGENT FEES 
 

It shall be unlawful for a person to be retained, or to retain a person, to solicit or secure a City contract 
upon an agreement or understanding for a commission, percentage, brokerage, or contingent fee, except 
for retention of bona fide employees or bona fide established commercial selling Departments for the 
purpose of securing business. 

 

POLICY 14.4 CONTEMPORANEOUS EMPLOYMENT PROHIBITED 
 

It shall be unlawful for any employee who is participating directly or indirectly in the procurement 
process to become or to be, while such an employee, the employee of any person contracting with the 
Governmental body. 

 

POLICY 14.5 USE OF CONFIDENTIAL INFORMATION 
 

It shall be unethical for any officer, employee or former employee knowingly to use confidential 
information for actual or anticipated personal gain, or for the actual or anticipated personal gain of any 
other person. 

 
CHAPTER 15 – PROCUREMENT CARDS 

 

The Finance Department initiated a Procurement Card Program for the purpose of expediting small 
purchases in the most cost effective and efficient method. This program will provide improved tracking 
of actual spending, and in addition, offer payments to vendors in a timelier manner, thereby increasing 
the City's opportunity of obtaining discounted pricing. 

 
The policies and procedures provided herein are minimum standards for departments. Departments 
may establish additional controls beyond those stipulated herein. 

 

POLICY 15.1 THE PROCESS 
 

The Procurement Card system simplifies the procurement/disbursement process by allowing the 
cardholder to place orders directly with the vendor. The purchasing card may be used only by the 
employee whose name is embossed on the card. No other person is authorized to use the card. 

 

When a purchase is placed with the supplier and the supplier requests authorization, the Procurement 
Card System validates the transaction against preset, limits established by the Department Head and the 
Finance Department. All transactions are approved or declined (electronically) based on the established 
procurement card authorization criteria. The authorization criteria may be adjusted periodically as 
needed; approved merchant category codes; transaction limits; and monthly credit limits. The monthly 
credit limits and single purchase limits will be established by the Department Director within Finance 
Department guidelines prior to the Purchasing Card being ordered for the employee. 
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POLICY 15.2 ELIGIBILITY 
 

Department Directors will recommend permanent employees within their respective departments whose 
positions would benefit in cost savings and efficiency to receive a Procurement Card. Temporary 
employees, part-time employees and employees on probation are not to be issued a card without City 
Manager or Finance Director approval.. 

 
POLICY 15.3 PROCUREMENT CARD USES 

 
Procurement Cards may be used for small dollar purchases, not in conflict with purchasing procedures, 
which do not exceed a total expenditure of but is not limited to, the following: single purchase limits of 
up to $5,000 per transaction within Finance Department guidelines as approved by the City Manager. In 
most instances, this method of procurement is an alternate to traditional monthly purchase orders. In all 
instances, this card is to be used solely for Official City Business. 

 
Procurement Cards may be used for travel expenses in accordance with the City Travel Policy. Eligible 
charges consist of registration fees, airfare or other common carrier charges, rental cars, hotel expenses, 
and parking fees required by the hotel. 

 

Procurement Cards may not be used for items not budgeted, nor items for personal use. Failure to 
properly use the Procurement Card within the guidelines set by Purchasing will result in the cancellation 
of Procurement Card privileges for the employee and possible disciplinary action. 

 

15.4 LIMITATIONS ON USE OF THE PROCUREMENT CARD 
 

Dollar Limitations: 
 

The Department Head approving the assignment of a procurement card will set two limits for 
each cardholder. A single transaction limit and also a monthly credit limit. 

 
One purchase may be made of multiple items, but the invoice cannot exceed the threshold set by 
the Department Head. Payment for purchases shall not be split to stay within the single purchase 
limit. 

 
Limitations on use of the City Procurement Card: 

 

• Fuel charges for city vehicles unless authorized by the Finance Department 

• Cash advances 

• Personal items 

• Alcohol or prescription drugs 

• Any transaction that would include sales taxes 

• Purchases using non-registered one-time vendors 

• Capital Equipment (Over $ 5,000 and a life of greater than 1 year) 

• Splitting charges to avoid obtaining three quotes 
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POLICY 15.5 TRAINING 
 

Cardholder(s) will receive training from the Finance Department annually on the overall policies of the 
Procurement Card Program, as presented in this document, at the time the procurement card is issued. 

 

POLICY 15.6 REVIEW OF DEPARTMENTAL PURCHASES 
 

A. Because of their knowledge of the job responsibilities and requirements, Department Director and 
designated Card Representatives are required to review each procurement card expenditure (item 
purchased, amount, expenditure description and vendor) to ensure the goods or services were 
necessary, for official use, and conditions were complied with for the card purchase. 

 

B. When purchases are questioned, the Department Head or their designated Card Representative 
will be responsible for resolving the issue with the cardholder. If the Department Director cannot 
be satisfied that the purchase was necessary and for official use, the cardholder must provide 
either a credit voucher proving the item(s) were returned for credit or a personal check for the 
full amount of the purchase. Checks must be sent to the Finance Department with an explanation 
and account number. 

 
C. Serious or repeated misuse of the purchasing card will result in the revocation of the card. 

Employees incorrectly using their purchasing card will be disciplined by the 
Department/Department Director on a case-by-case basis, up to and including termination. 

 

D. Department Directors will be required to review and adjust procurement card limits every fiscal 
year for their departments/Departments. 

 
POLICY 15.7 MAKING PURCHASES WITH THE PROCUREMENT CARD 

 

A. A receipt should be obtained for every purchase 
 

This receipt or charge slip will be retained either by the cardholder or by a designated person in 
the cardholder’s office until attached to the monthly statement. 

 
B. Telephone orders 

 

When placing a telephone order, the cardholder must confirm that the vendor will charge the 
purchasing card when shipment is made so that receipt of the supplies may be certified on the 
monthly Statement of Account. 

 
C. Missing documentation: 

 
If for some reason the cardholder does not have documentation of the transaction to send with 
the statement, he/she must attach a description of the purchase and an adequate explanation for 
the purchase. This explanation must state that the purchase is ordinary and necessary, reasonable 
in amount and for a valid business purpose. 
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Missing receipt for meals must include the explanation above, purpose and people attending 
meal. 
Continued incidents of missing documentation may result in the cancellation of the employee’s 
procurement card. 

 

D. Payment and invoice procedures: 
 

Transactions must be reviewed, substantiated, approved in the Online PCard System and 
transaction documentation submitted to Finance for payment within five days of receipt. 

1. REVIEW: The cardholder shall review the transaction for correctness. Ensure all charges are 
legitimate and no sales tax was charged. 

2. SUBSTANTIATE: Each transaction should be documented with a receipt. Provide account 
numbers for each transaction in the City’s system. Print documentation from the City’s system 
and attach to transaction receipts and submit to Finance. 

3. APPROVE: The approving Director or designee (usually the cardholder’s immediate 
supervisor) or designee shall review each transaction and check all documentation. Any errors, 
sales tax issues or questionable purchases must be resolved before submitting to Finance. The 
Approving Official’s review of transaction certifies all transactions as legitimate expenditures 
of City funds. 

4. MISSING DOCUMENTATION: The cardholder is responsible for providing required 
documentation. If a receipt is lost, attempt to obtain a duplicate. If a duplicate cannot be 
obtained, prepare a statement that includes all the information normally found on the receipt 
and a brief explanation for the lost documentation. Continual abuse may result in loss of the 
card and disciplinary action. 

5. DISPUTED CHARGES: If the cardholder questions a charge, they shall contact the vendor 
directly and attempt to reach resolution. If the cardholder reaches an agreement with the 
vendor, there is no dispute. If the vendor refuses to acknowledge the error or will not issue a 
credit, the cardholder must fill out the issuing bank’s “Purchase Card Disputed Charge Form” 
and send it to the Finance Department. The bank will then adjudicate the disputed charge. 

 
POLICY 15.8 DISPUTES 

 
All purchases disputes must be handled before turning in purchasing card receipts to the Accounts 
Payable Section of the Finance Department. 

 

• If items purchased with the procurement card are defective, the cardholder must return the 
item(s) to the vendor for replacement or credit. If the service paid for with a purchasing card is 
faulty, the vendor must be notified and asked to correct the situation or provide credit. If the 
vendor refuses to replace or correct the faulty item or service, the purchase will be  considered in 
dispute. 

• A disputed item must be explained with a note on the cardholder’s Statement of Account before 
the statement is forwarded to Finance for payment. 

• It is essential that the time frames and documentation requirements established by the purchasing 
card issuer be followed to protect the cardholder’s rights in dispute. Dispute policies and 
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procedures issued by the purchasing card issuer will be provided at the time purchasing 
cards are issued to cardholders. 

• If a purchase includes sales tax, the cardholder must dispute this charge prior to turning in 
documentation to Finance. 

 

POLICY 15.9 LOST OR STOLEN CARDS 
 

Any lost or stolen cards are to be reported immediately to the PCard provider, 24 hours a day, seven 
days a week and to the Department Head (or designee). The report filed shall include the complete 
information surrounding the loss, the date and location of the loss, the date and time provider was 
notified, a list of any purchases made on the day the card was lost or stolen, and any other information 
pertinent to the incident. 

 
Lost or stolen cards are the responsibility of the cardholder only. The Finance Department does not 
handle this type of request. 

 

POLICY 16 PROCEDURES FOR FEDERALLY FUNDED PROJECTS 

 
• All federally funded projects will be advertised a minimum of three weeks. 

 

• When establishing a contract time for all federally funded projects, the guidelines established in 
Exhibit “A” shall be followed. Contract time extensions shall be subject to the concurrence of the 
FDOT Department Administrator and will be considered in determining the amount of Federal 
participation. Contract time extensions submitted for approval to the FDOT Department 
Administrator shall be fully justified and adequately documented. 

 

• Two engineering estimates (at 60% and 100% submittals) will be completed for each project. Unit 
price cost for each item will be utilized (when possible) and will utilize local contractor pricing. 
The 100% submittal will be certified by the responsible Professional Engineer. 

 

• The City of Holly Hill will comply with 23 CFR 635.413 as shown in Exhibit “B” on all federally 
funded projects. The warranty will begin the day after substantial completion is awarded. 

 

• Federal guidelines will be followed for the fair, open and competitive selection of qualified 
consultants (Professional Services) in accordance the Brooks Act, Section 40 USC 1101-1104 as 
shown in Exhibit “C”. 

 

• Federal guidelines will be followed for the acquisition and property control of equipment 
purchased with federal funds in accordance with 2 CFR 200.313 as shown in Exhibit “D”. 

 

• LAP Simplified Acquisition and Small Purchase Process shall be in accordance with the LAP 
manual which outlines the current limits which indicate this process may be used if the 
construction project is less than $325,000 and the total contract amount for the professional 
service(s) is less than $150,000. 

 

• For federal-aid contracts, a small locality presence criterion of no more than 10 percent may be 
used. This criterion cannot be based on political boundaries and should be used on a project-by- 

6.1.a

Packet Pg. 219

A
tt

ac
h

m
en

t:
 E

xh
ib

it
 A

 (
R

E
S

O
L

U
T

IO
N

 2
02

0-
X

X
 P

U
R

C
H

A
S

IN
G

 P
O

L
IC

Y
 A

M
E

N
D

E
D

) 
 (

20
20

-R
-3

5 
: 

A
m

en
d

in
g

 t
h

e 
C

it
y 

o
f 

H
o

lly
 H

ill
's

 P
u

rc
h

as
in

g



43 
City of Holly Hill Purchasing Policies Manual 

 

project basis for projects where a need has been established. If a firm currently outside the locality 
criteria indicates as part of its proposal that it will satisfy the criteria in some manner, such as 

establishing a local project office, it should be considered to have met the locality criteria. The 
LAP Manual can be viewed by logging on to: 

 

o http://www.dot.state.fl.us/projectmanagementoffice/LAP/LAP_TOC.shtm 
 

• There is no DBE/MBE preference for federally funded projects. While the use of DBE/MBE 
consultants is encouraged, there should be not be any DBE/MBE preference selection criteria in 
the selection process. 

 
The City has issued a policy statement which expresses its commitment to the nondiscrimination 

provisions of Title VI. The policy statement shall be circulated 

 
POLICY 17 PROCEDURES FOR ISSUING DEBT 

 
Long-term debt, debt issued with a term greater than five years, may only be used for the costs of 

acquisition, construction or modification of capital facilities and for the refinancing or refunding of such 

debt. This limitation prohibits any debt being issued to finance operational costs of City departments. 

The legal, economic, financial and market conditions associated with the issuance of debt are dynamic, 

unpredictable and usually in a constant mode of change. Consequently, the decision to issue debt is best 

made on a case-by-case basis and only after careful and timely analysis and evaluation of all relevant 

factors. Some of the factors that should be considered include, but are not limited to, the following: 

• Current interest rates and other market considerations; 

• The financial condition of the City; 

• The types, availability and stability of revenues to be pledged for repayment of the debt; 

• Type of debt to be issued; and 

• The nature of the projects to be financed (i.e., approved schedule of improvements, non- recurring 
improvements, etc.). 

 
Capital improvements related to enterprise fund operations (e.g., water systems, wastewater systems, 
electrical and sanitation, etc.) shall be financed solely by debt to be repaid from user fees and charges 
generated from the respective enterprise fund operations, when practicable. 

 

Capital improvements not related to enterprise fund operations (e.g., roads, parks, public buildings, etc.) 
may be financed by debt to be repaid from available revenue sources (including ad valorem taxes) 
pledged for same, when practical. 

 
All capital improvements financed through the issuance of debt shall be financed for a period not to 
exceed the useful life of the improvements, but in no event to exceed 30 years. 

 
The City shall not construct or acquire a public facility if it is unable to adequately provide for the 
subsequent annual operation and maintenance costs of the facility. 
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The City shall at all times manage its debt and sustain its financial position in order to seek and maintain 
the highest credit rating possible. 

 
In order to maintain a stable debt service burden, the City will attempt to issue debt that carries a fixed 
interest rate. However, it is recognized that certain circumstances may warrant the issuance of variable 
rate debt. In those instances, the City should attempt to stabilize debt service payments through the use 
of an appropriate stabilization arrangement. 

 

When refinancing current debt, the City will seek a savings (net of all issuance costs and any cash 
contributions to the refunding) as a percentage of the refunding debt of at least 3-5%. The Finance 

Director must obtain a minimum of three email quotes. Lease Finance Agreements utilized for 
competitively bid items up to and including $1,000,000 shall require a minimum of three (3) 
quotations. Quotes are to be obtained by the Finance Director and shall be maintained in the 
department file. 

 
Debt to be issued greater than $1,000,000 shall follow the process for Request for Proposal (RFP) 
and be approved by the City Commission. 

 

POLICY 18 WARRANTY REQUIREMENTS 

 
For purposes of this warranty requirement, the term "goods" means any equipment, machines, tools, 
vehicles, hardware, supplies, component parts or other tangible personal property procured by the city, 
to which procurement this warranty requirement is made applicable through the specifications. The term 
"City" means the City of Holly Hill, acting through its employees, departments, boards, Commission. 

 
The successful bidder (also referred to herein as "vendor"), by submitting the bid, furnishes the following 
warranty as provided below: 

 
a. Vendor warrants that the goods delivered are newly manufactured, free from defects in 

materials and workmanship and conform in every respect to City's specifications. Vendor also 
warrants that if, during the warranty period, all or any portion of the goods: (a) fail for any 
reason, (b) are discovered to be non-conforming, or (c) are defective in materials or 
workmanship, vendor will replace such failed, non-conforming or defective goods at no cost 
to city within the same time limit as the delivery period. This warranty shall run from date of 
official acceptance of the goods by city, which date is either the installation date or in- service 
date as shown on city records or the date of formal acceptance of the goods in writing by an 
authorized city official, whichever occurs first, and end five (5) years after the date of the 
official acceptance or per a funding agencies requirement. This warranty shall be 
unconditional, except that it shall not apply to obvious abuse, misuse or damage caused by 
city. 

 

b. As between vendor and city, the express warranty given in subparagraph (b) (1) is in lieu of 
any other express warranties. Should this warranty fail of its essential purpose, City will 
continue to have recourse under applicable Florida law. This warranty is intended for the 
exclusive benefit of the City and does not create any warranties (express or implied) or causes 
of action in favor of any third parties. 
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c. If a manufacturer of the goods or of component parts of the goods provides a special or 
independent warranty which is longer than the period provided for this warranty, or which 
provides terms more favorable to city than those contained in this warranty as to any other 
provision, the provisions of this warranty shall not be construed to diminish or conflict with 
the special or independent warranty given by such manufacturer. 

 
The successful bidder, by submitting the bid, agrees to give the following indemnity with respect to the 
goods: 

 
Vendor shall defend, indemnify, and save harmless the City, its officers, agents and employees, from all 
suits, actions or claims of any character, type or description brought or made on account of any personal 
injury (including death), property damage or other harm for which recovery of damages is sought, 
suffered by any person or persons, arising out of or occasioned by any breach of any warranty, express 
or implied, as to the goods or the fault of subcontractors, in the performance of the contract, purchase 
order or price agreement; provided, however, that this indemnity shall not apply to any personal injury 
including (including death), property damage or other harm caused solely by the negligent use, misuse 
or abuse of the goods by city, or caused solely by any negligent act or omission of city unrelated to the 
use of the goods. In the event of joint or concurring responsibility of vendor and City, responsibility and 
indemnity, if any shall be apportioned comparatively in accordance with the laws of the state of Florida, 
without, however, waiving any governmental immunity available to the City under Florida law. This 
provision shall not be construed for the benefit of any third party, nor does it create or grant any right or 
cause of action in favor of any third party against city or vendor, this provision being solely intended to 
provide for indemnification of City from liability for damage to third persons or property as set forth in 
this paragraph. 

 
POLICY 19 PURCHASING POLICY ADOPTION 

 
The Purchasing Policy shall be adopted by City resolution. The Finance Director and Department 
Directors shall review the Policy annually and submit recommendations to the City Manager for review 
and approval. If a change in the Policy is recommended for approval by the City Manager, the Finance 
Director will prepare the necessary report to Commission. 

 

Approved by the City Commission of the 
City of Holly Hill at a meeting held on the 8th 

day of May 2018. Resolution 2018-30 
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EXHIBIT “A” 

 
FLORIDA DEPARTMENT OF TRANSPORTATION 

GUIDELINE FOR ESTABLISHING CONSTRUCTION 

CONTRACT DURATION 

 

SEPARATE ATTACHMENT 
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EXHIBIT “B” 

23 CFR 635.413 

Code of Federal Regulations 

 
Title 23 - Highways 

Volume: 1 

Date: 2012-04-01 

Original Date: 2012-04-01 

Title: Section 635.413 - Guaranty and warranty clauses. 

Context: Title 23 - Highways. CHAPTER I - FEDERAL HIGHWAY ADMINISTRATION, DEPARTMENT 

OF TRANSPORTATION. SUBCHAPTER G - ENGINEERING AND TRAFFIC OPERATIONS. PART 635 

- CONSTRUCTION AND MAINTENANCE. 

Subpart D - General Material Requirements. 

§ 635.413 Guaranty and warranty clauses. The STD may include warranty provisions in National 

Highway System (NHS) construction contracts in accordance with the following: 

(a) Warranty provisions shall be for a specific construction product or feature. Items of maintenance 
not eligible for Federal participation shall not be covered. 

 
(b) All warranty requirements and subsequent revisions shall be submitted to the Department 

Administrator for advance approval. 

 
(c) No warranty requirement shall be approved which, in the judgment of the Department 

Administrator, may place an undue obligation on the contractor for items over which the 
contractor has no control. 

 
(d) A STD may follow its own procedures regarding the inclusion of warranty provisions in non- 

NHS Federal-aid contracts. 

 
(e) In the case of a design-build project, the following requirements will apply instead of paragraphs 

(a) through (d) of this section. 

 

(1) General project warranties may be used on NHS projects, provided: 
(i) The term of the warranty is short (generally one to two years); however, 

projects developed under a public-private agreement may include 

warranties that are appropriate for the term of the contract or agreement. 
 

(ii) The warranty is not the sole means of acceptance; 
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(iii) The warranty must not include items of routine maintenance which are 

not eligible for Federal participation; and, 

(iv) The warranty may include the quality of workmanship, materials and 

other specific tasks identified in the contract. 

(2) Performance warranties for specific products on NHS projects may be used at the STD's 

discretion. If performance warranties are used, detailed performance    criteria must be provided in   the 

Request for Proposal document. 

(3) The STD may follow its own procedures regarding the inclusion of warranty provisions on 

non-NHS Federal-aid design-build contracts. 

(4) For best value selections, the STD may allow proposers to submit alternate warranty 

proposals that improve upon the warranty terms in the RFP document. Such alternate warranty 

proposals must be in addition to the base proposal that responds to the RFP requirements. 

 

[60 FR 44274, Aug. 25, 1995, as amended at 67 FR 75926, Dec. 10, 2002; 72 FR 45336, Aug. 14, 

2007] 
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EXHIBIT “C” 

BROOKS ACT 

United States Code (U.S.C.) Title 40 - Public Buildings, Property and Works 

Chapter 11, Section 1101 - 1104: Selection of Architects and Engineers 

§ 1101. Policy (Formerly 40 U.S.C. § 541) 

The policy [of the Federal Government] is to publicly announce all requirements for architectural and 

engineering services and to negotiate contracts for architectural and engineering services on the basis of 

demonstrated competence and qualification for the type of professional services required and at fair and 

reasonable prices. 

§ 1102. Definitions (Formerly 40 U.S.C. § 542) 

In this chapter, the following definitions apply: 

1. Department head - - The term "Department head" means the head of a department, Department, or 
bureau [of the Federal Government]. 

2. Architectural and engineering services - - The term "architectural and engineering services" means- - 
A. professional services of an architectural or engineering nature, as defined by state law, if applicable, that 

are required to be performed or approved by a person licensed, registered, or certified to provide the 
services described in this paragraph; 

B. professional services of an architectural or engineering nature performed by contract that are associated 
with research, planning, development, design, construction, alteration, or repair of real property; and 

C. other professional services of an architectural or engineering nature, or incidental services, which 
members of the architectural and engineering professions (and individuals in their employ) may logically 
or justifiably perform, including studies, investigations, surveying and mapping, tests, evaluations, 
consultations, comprehensive planning, program management, conceptual designs, plans and 
specifications, value engineering, construction phase services, soils engineering, drawing reviews, 
preparation of operating and maintenance manuals, and other related services. 

3. Firm - - The term "firm" means an individual, firm, partnership, corporation, association, or other legal 
entity permitted by law to practice the profession of architecture or engineering. 

 
§ 1103. Selection procedure (Formerly 40 U.S.C. § 543) 

 
a. In general - - These procedures apply to the procurement of architectural and engineering services by an 

Department head. 
b. Annual statements - - The Department head shall encourage firms to submit annually a statement of 

qualifications and performance data. 
c. Evaluation - - For each proposed project, the Department head shall evaluate current statements of 

qualifications and performance data on file with the Department, together with statements submitted by 
other firms regarding the proposed project. The Department head shall conduct discussions with at least 
3 firms to consider anticipated concepts and compare alternative methods for furnishing services. 
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d. Selection - - From the firms with which discussions have been conducted, the Department head shall 
select, in order of preference, at least 3 firms that the Department head considers most highly qualified to 
provide the services required. Selection shall be based on criteria established and published by the 
Department head. 

 
§ 1104. Negotiation of contract (Formerly 40 U.S.C. § 544) 

 
a. In general - - The Department head shall negotiate a contract for architectural and engineering services at 

compensation which the Department head determines is fair and reasonable to the Federal Government. 
In determining fair and reasonable compensation, the Department head shall consider the scope, 
complexity, professional nature, and estimated value of the services to be rendered. 

b. Order of negotiation - - The Department head shall attempt to negotiate a contract, as provided in 
subsection (a), with the most highly qualified firm selected under section 1103 of this title. If the 
Department head is unable to negotiate a satisfactory contract with the firm, the Department head shall 
formally terminate negotiations and then undertake negotiations with the next most qualified of the 
selected firms, continuing the process until an agreement is reached. If the Department head is unable to 
negotiate a satisfactory contract with any of the selected firms, the Department head shall select additional 
firms in order of their competence and qualification and continue negotiations in accordance with this 
section until an agreement is reached. 
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EXHIBIT “D”   

2 CFR 200.313 

EQUIPMENT 

Code of Federal Regulations 

 

§200.313   Equipment. 

See also §200.439 Equipment and other capital expenditures. 

(a) Title. Subject to the obligations and conditions set forth in this section, title to equipment acquired under a 
Federal award will vest upon acquisition in the non-Federal entity. Unless a statute specifically authorizes the 
Federal agency to vest title in the non-Federal entity without further obligation to the Federal Government, and the 
Federal agency elects to do so, the title must be a conditional title. Title must vest in the non-Federal entity subject 
to the following conditions: 

(1) Use the equipment for the authorized purposes of the project during the period of performance, or until the 
property is no longer needed for the purposes of the project. 

(2) Not encumber the property without approval of the Federal awarding agency or pass-through entity. 

(3) Use and dispose of the property in accordance with paragraphs (b), (c) and (e) of this section. 

(b) A state must use, manage and dispose of equipment acquired under a Federal award by the state in 
accordance with state laws and procedures. Other non-Federal entities must follow paragraphs (c) through (e) of 
this section. 

(c) Use. (1) Equipment must be used by the non-Federal entity in the program or project for which it was 
acquired as long as needed, whether or not the project or program continues to be supported by the Federal award, 
and the non-Federal entity must not encumber the property without prior approval of the Federal awarding agency. 
When no longer needed for the original program or project, the equipment may be used in other activities supported 
by the Federal awarding agency, in the following order of priority: 

(i) Activities under a Federal award from the Federal awarding agency which funded the original program or 
project, then 

(ii) Activities under Federal awards from other Federal awarding agencies. This includes consolidated 
equipment for information technology systems. 

(2) During the time that equipment is used on the project or program for which it was acquired, the non-Federal 
entity must also make equipment available for use on other projects or programs currently or previously supported 
by the Federal Government, provided that such use will not interfere with the work on the projects or program for 
which it was originally acquired. First preference for other use must be given to other programs or projects 
supported by Federal awarding agency that financed the equipment and second preference must be given to 
programs or projects under Federal awards from other Federal awarding agencies. Use for non-federally-funded 
programs or projects is also permissible. User fees should be considered if appropriate. 

(3) Notwithstanding the encouragement in §200.307 Program income to earn program income, the non-Federal 
entity must not use equipment acquired with the Federal award to provide services for a fee that is less than private 
companies charge for equivalent services unless specifically authorized by Federal statute for as long as the 
Federal Government retains an interest in the equipment. 
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(4) When acquiring replacement equipment, the non-Federal entity may use the equipment to be replaced as a 
trade-in or sell the property and use the proceeds to offset the cost of the replacement property. 

(d) Management requirements. Procedures for managing equipment (including replacement equipment), 
whether acquired in whole or in part under a Federal award, until disposition takes place will, as a minimum, meet 
the following requirements: 

(1) Property records must be maintained that include a description of the property, a serial number or other 
identification number, the source of funding for the property (including the FAIN), who holds title, the acquisition 
date, and cost of the property, percentage of Federal participation in the project costs for the Federal award under 
which the property was acquired, the location, use and condition of the property, and any ultimate disposition data 
including the date of disposal and sale price of the property. 

(2) A physical inventory of the property must be taken and the results reconciled with the property records at 
least once every two years. 

(3) A control system must be developed to ensure adequate safeguards to prevent loss, damage, or theft of the 
property. Any loss, damage, or theft must be investigated. 

(4) Adequate maintenance procedures must be developed to keep the property in good condition. 

(5) If the non-Federal entity is authorized or required to sell the property, proper sales procedures must be 
established to ensure the highest possible return. 

(e) Disposition. When original or replacement equipment acquired under a Federal award is no longer needed 
for the original project or program or for other activities currently or previously supported by a Federal awarding 
agency, except as otherwise provided in Federal statutes, regulations, or Federal awarding agency disposition 
instructions, the non-Federal entity must request disposition instructions from the Federal awarding agency if 
required by the terms and conditions of the Federal award. Disposition of the equipment will be made as follows, in 
accordance with Federal awarding agency disposition instructions: 

(1) Items of equipment with a current per unit fair market value of $5,000 or less may be retained, sold or 
otherwise disposed of with no further obligation to the Federal awarding agency. 

(2) Except as provided in §200.312 Federally-owned and exempt property, paragraph (b), or if the Federal 
awarding agency fails to provide requested disposition instructions within 120 days, items of equipment with a 
current per-unit fair-market value in excess of $5,000 may be retained by the non-Federal entity or sold. The Federal 
awarding agency is entitled to an amount calculated by multiplying the current market value or proceeds from sale 
by the Federal awarding agency's percentage of participation in the cost of the original purchase. If the equipment is 
sold, the Federal awarding agency may permit the non-Federal entity to deduct and retain from the Federal share 
$500 or ten percent of the proceeds, whichever is less, for its selling and handling expenses. 

(3) The non-Federal entity may transfer title to the property to the Federal Government or to an eligible third 
party provided that, in such cases, the non-Federal entity must be entitled to compensation for its attributable 
percentage of the current fair market value of the property. 

(4) In cases where a non-Federal entity fails to take appropriate disposition actions, the Federal awarding 
agency may direct the non-Federal entity to take disposition actions. 

[78 FR 78608, Dec. 26, 2013, as amended at 79 FR 75884, Dec. 19, 2014] 
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STAFF REPORT 

CITY OF HOLLY HILL, FLORIDA 

  

City Commission 

Agenda Item 
 

  

Updated: 7/22/2020 4:47 PM A Page 1 

 

MEETING DATE: July 28, 2020 

FROM: Stella Gurnee 

SUBJECT: Maximum Millage - Fiscal Year 2020-2021 

NUMBER: (ID # 2978) 

APPLICANT:  

PLANNER:  

 

 

DISCUSSION:   

In conjunction with the Notice of Proposed Property Taxes (TRIM Notice) pursuant to Section 

200.069, F.S., the City Commission must authorize advertisement of the maximum millage 

rate for the upcoming budget year. The current operating millage rate is $6.25 per $1,000 of 

assessed  taxable value; the current taxable value is $707,177,324. With the proposed rate 

preliminary ad valorem taxes for fiscal year 2021 would be $4,198,865 at 95%.  The current 

year rolled-back millage rate is 5.9014 per $1,000 assessed value. With the current year rolled-

back rate, the preliminary ad valorem taxes for the Fiscal Year 2021 would be $3,964,670 at 

95%. 

 

In addition the City must establish public hearings dates within 35 days of the tax certification 

received from the Property Appraiser for the Fiscal year that ends September 30, 2020. 

 

FISCAL ANALYSIS: 

N/A 

STAFF RECOMMENDATION: 

Establish Maximum Millage rate for Fiscal Year 2020-2021 and establish public hearing dates. 

 

COMMISSION GOAL: 

Goal #1: Develop and maintain a sound and sustainable financial plan for the city that 

establishes sufficient reserves for all funds, ensures (whenever possible) that user fees pay for 

6.2
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Agenda Item (ID # 2978)  Meeting of July 28, 2020 

Updated: 7/22/2020 4:47 PM A Page 2 

services rendered, provides a realistic capital improvement program, and encourages 

public/private sector partnerships and intergovernmental partnerships. 

 

MOTION: 

 

FOR THE CITY COMMISSION TO AUTHORIZE THE HOLLY HILL OPERATING 
MAXIMUM MILLAGE RATE AND TO BE ADVERTISED AS PART OF THE 2020 
TRIM NOTICE AND ESTABLISH THE BUDGET HEARING DATES FOR FISCAL 
YEAR 2021 ON SEPTEMBER 9, 2020 AT 7:00 PM AND SEPTEMBER 21, 2020 AT 
7:00 PM. 

 

• DR420 for maximum millage 07 16 2020 (PDF) 

• DR420 TIF for maximum millage 07 16 2020 (PDF) 

• DR420MM for maximum millage 07 16 2020 (PDF) 

6.2
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TAX INCREMENT ADJUSTMENT WORKSHEET

DR-420TIF 
R. 6/10 

Rule 12D-16.002 
Florida Administrative Code 

Effective 11/12

Year : County :

Principal Authority  : Taxing Authority  :

Community Redevelopment Area :  Base Year :

SECTION I  :    COMPLETED BY PROPERTY APPRAISER

1. Current year taxable value in the tax increment area (1)$

2. (2)$Base year taxable value in the tax increment area

3. (3)$Current year tax increment value  (Line 1 minus Line 2)

4. (4)$Prior year Final taxable value in the tax increment area

5. Prior year tax increment value  (Line 4 minus Line 2) $ (5)

  

SIGN 

HERE 

 

Property Appraiser Certification         I certify the taxable values above are correct to the best of my knowledge.

Signature of Property Appraiser  : Date  : 

SECTION II: COMPLETED BY TAXING AUTHORITY    Complete EITHER line 6 or line 7 as applicable.  Do NOT complete both.

6. If the amount to be paid to the redevelopment trust fund IS BASED on a specific proportion of the tax increment value:

6a. (6a)Enter the proportion on which the payment is based. %

6b. Dedicated increment value  (Line 3 multiplied by the percentage on Line 6a) 
         If value is zero or less than zero, then enter zero on Line 6b

$ (6b)

6c. Amount of payment to redevelopment trust fund in prior year $ (6c)

7. If the amount to be paid to the redevelopment trust fund IS NOT BASED on a specific proportion of the tax increment value:

7a. Amount of payment to redevelopment trust fund in prior year $ (7a)

7b. Prior year operating millage levy from Form DR-420,  Line 10 per $1,000 (7b)

7c. Taxes levied on prior year tax increment value  
(Line 5 multiplied by Line 7b, divided by 1,000)

$ (7c)

7d. Prior year payment as proportion of taxes levied on increment value 
(Line 7a divided by Line 7c, multiplied by 100)

% (7d)

7e. (7e)$Dedicated increment value  (Line 3 multiplied by the percentage on Line  7d) 
         If value is zero or less than zero, then enter zero on Line 7e

Taxing Authority Certification I certify the calculations, millages and rates are correct to the best of my knowledge. 

Signature of Chief Administrative Officer : Date : 

Title : Contact Name and Contact Title :

Mailing Address : Physical Address :

City, State, Zip : Phone Number : Fax Number :

   

S 

I 

G 

N 

  

H 

E 

R 

E

201,131,607

198,337,558

Joe Forte, City Manager

300,059,700

386-248-9426

HOLLY HILL

286,679,777

Holly Hill, FL 32117

Electronically Certified by Property Appraiser

1,176,350

0

HOLLY HILL OPERATING

Holly Hill

Reset Form

0

1065 Ridgewood Ave

211,717,481

Stella Gurnee, Finance Director

VOLUSIA

0

0.00

386-248-9458

95.00

2020

1995

88,342,219

1065 Ridgewood Ave

6/24/2020 11:06 AM

0.0000

Print Form 6.2.b
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DR-420TIF 
R. 6/10 
Page 2TAX INCREMENT ADJUSTMENT WORKSHEET 

INSTRUCTIONS 

Property appraisers must complete and sign Section I of 
this worksheet and provide it with form DR-420, 
Certification of Taxable Value, to all taxing authorities who 
make payments to a redevelopment trust fund under:  

•  s. 163.387(2)(a), Florida Statutes, or  
•  An ordinance, resolution, or agreement to fund a 

project or to finance essential infrastructure.  

“Tax increment value” is the cumulative increase in 
taxable value from the base year to the current year within 
the defined geographic area. It is used to determine the 
payment to a redevelopment trust fund under:  

•  s. 163.387(1), F.S. or 
•  An ordinance, resolution, or agreement to fund a 

project or finance essential infrastructure. In this 
case, the taxing authority must certify the 
boundaries and beginning date to the property 
appraiser.  

“Dedicated increment value” is the portion of the tax 
increment value used to determine the payment to the 
redevelopment trust fund. (See s. 200.001(8)(h), F.S.)  
Calculate the dedicated increment value on this form and 
enter on either Line 6b or Line 7e. 

“Specific proportion,” used to determine whether to 
complete Line 6 or Line 7, refers to the calculation of the 
tax increment payment. Examples: 

• Example 1.    
Section.163.387(1), F.S., states the payment 
made by the taxing authority should equal 95% of 
the millage levied times the tax increment value. 
The specific proportion in this case is 95%. The 
ordinance providing for the payment may set a 
percentage lower than 95%. In these cases, the 
lower percentage would be the specific proportion. 

• Example 2.    
Some required tax increment payments are not 
directly related to the tax increment value. A 
constant dollar payment is a payment not based 
on a specific proportion of the tax increment value. 
Line 7 converts these payments into a proportion 
based on the prior year's payment and tax 
increment value to reach the current year's 
dedicated increment value.

Section I: Property Appraiser  
  
A. Complete Section I of this form for each county, 
municipality, independent special district, dependent 
special district, and MSTU that: 

•  Has a tax increment value and 
•  Is not exempted from making payments to a 

community redevelopment trust fund based on 
tax increments (s. 163.387(2)(c), F.S.). 

If a taxing authority has more than one tax increment 
value, they must complete a separate form for each tax 
increment value. Send a copy to each taxing authority 
with the DR-420 and keep a copy. When the taxing 
authority returns the completed forms, immediately send 
the original to: 

Florida Department of Revenue 
Property Tax Oversight Program - TRIM Section 
P. O.  Box 3000 
Tallahassee, Florida 32315-3000 

B. Enter only tax increment values that apply to the 
value located within the taxing authority indicated. 
  
  
Section II: Taxing Authority  
  
Complete Section II of the form, keep one copy, and 
return the original and one copy to your property 
appraiser with DR-420 within 35 days of certification. 
Send one copy to your tax collector. 
  
  
Additional Instructions for Lines 6 and 7 
  
Complete Line 6 if the payment into the redevelopment 
trust fund is a specific proportion of the tax increment 
value. 

Complete Line 7 if the payment is based on a calculation 
other than a specific proportion. Do not complete both 
Lines 6 and 7. 
 

All TRIM forms for taxing authorities are available on our website at 
http://dor.myflorida.com/dor/property/trim

6.2.b
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MAXIMUM MILLAGE LEVY CALCULATION 

PRELIMINARY DISCLOSURE 
For municipal governments, counties, and special districts

DR-420MM-P 
R. 5/12 

Rule 12D-16.002 
Florida Administrative Code 

Effective 11/12 

Year: County:

Principal Authority : Taxing Authority:

1. (1)Is your taxing authority a municipality or independent special district that has levied  
ad valorem taxes for less than 5 years? Yes No

 IF YES,         STOP HERE.  SIGN AND SUBMIT. You are not subject to a millage limitation.    

2. (2)per $1,000Current year rolled-back rate from Current Year Form DR-420, Line 16

3. Prior year maximum millage rate with a majority vote from 2018 Form DR-420MM, Line 13 per $1,000 (3)

4. (4)per $1,000Prior year operating millage rate from Current Year Form DR-420, Line 10

           If Line 4 is equal to or greater than Line 3, skip to Line 11.   If less, continue to Line 5.

Adjust rolled-back rate based on prior year majority-vote maximum millage rate

5. (5)Prior year final gross taxable value from Current Year Form DR-420, Line 7 $

6. (6)$Prior year maximum ad valorem proceeds with majority vote 
(Line 3 multiplied by Line 5 divided by 1,000)

7. (7)$Amount, if any, paid or applied in prior year as a consequence of an obligation 
measured by a dedicated increment value from Current Year  Form DR-420 Line 12

8. (8)Adjusted prior year ad valorem proceeds with majority vote  (Line 6 minus Line 7) $

9. Adjusted current year taxable value  from Current Year form DR-420 Line 15 $ (9)

10. Adjusted current year rolled-back rate (Line 8 divided by Line 9, multiplied by 1,000) per $1,000 (10)

       Calculate maximum millage levy

11. (11)Rolled-back rate to be used for maximum millage levy calculation   
 (Enter Line 10 if adjusted or else enter Line 2)

per $1,000

12. Adjustment for change in per capita Florida personal income (See Line 12  Instructions) (12)

13. Majority vote maximum millage rate allowed (Line 11 multiplied by Line 12) (13)per $1,000

14. Two-thirds vote maximum millage rate allowed (Multiply Line 13 by 1.10) per $1,000 (14)

15. Current year proposed millage rate per $1,000 (15)

16. (16)Minimum vote required to levy proposed millage:    (Check one)      

a.  Majority vote of the governing body:  Check here if Line 15  is less than or equal to Line 13. The maximum millage rate is equal 
to the majority vote maximum rate. Enter Line 13 on Line 17.

b.  Two-thirds vote of governing body:  Check here if Line 15 is less than or equal to Line 14, but greater than Line 13. The   
maximum millage rate is equal to proposed rate. Enter Line 15 on Line 17.

c.  Unanimous vote of the governing body, or 3/4 vote if nine members or more:  Check here if Line 15 is greater than Line 14. 
The maximum millage rate is equal to the proposed rate. Enter Line 15 on Line 17.

d.  Referendum:  The maximum millage rate is equal to the proposed rate. Enter Line 15 on Line 17.

17. The selection on Line 16 allows a maximum millage rate of   
 (Enter rate indicated by choice on Line 16)

(17)per $1,000

18. (18)Current year gross taxable value from Current Year Form DR-420, Line 4 $

Continued on page 2

6.2500

HOLLY HILL

498,941,019

HOLLY HILL OPERATING

9,218,485

659,532,572

1,176,350

Reset Form

1.0322

5.9040

13.9773

✔

VOLUSIA

16.1184

6.2500

8,042,135

2020

707,177,324

18.3011

16.1184

16.6374

Print Form

16.6374
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DR-420MM-P 
R. 5/12 
Page 2

19. Current year proposed taxes (Line 15 multiplied by Line 18, divided by 1,000) (19)$

20. (20)Total taxes levied at the maximum millage rate  (Line 17 multiplied by Line 18, divided 

by 1,000)
$

      DEPENDENT SPECIAL  DISTRICTS AND MSTUs       STOP HERE. SIGN AND SUBMIT.

21. Enter the current year proposed taxes of all dependent special districts & MSTUs levying 
a millage .  (The sum of all Lines 19 from each district's Form DR-420MM-P)

$ (21)

22. Total current year proposed taxes (Line 19 plus Line 21) (22)$

       Total Maximum Taxes

23. (23)Enter the taxes at the maximum millage of all dependent special districts & MSTUs 
levying a millage (The sum of all Lines 20 from each district's Form DR-420MM-P)

$

24. Total taxes at maximum millage rate (Line 20 plus Line 23) (24)$

      Total Maximum Versus Total Taxes Levied

25. Are total current year proposed taxes on Line 22 equal to or less than total taxes at the 
maximum millage rate on Line 24? (Check one) YES   NO (25)

  

S 

I 

G 

N 

  

H 

E 

R 

E

Taxing Authority Certification
I certify the millages and rates are correct to the best of my knowledge. The millages 
comply with the provisions of s. 200.065 and the provisions of either s. 200.071 or s. 
200.081, F.S. 

Signature of Chief Administrative Officer : Date :

Title : Contact Name and Contact Title :

Mailing Address : Physical Address :

City, State, Zip : Phone Number : Fax Number :

Complete and submit this form DR-420MM-P, Maximum Millage Levy Calculation-Preliminary Disclosure, to 

your property appraiser with the form DR-420, Certification of Taxable Value.

Instructions on page 3

Taxing Authority :

0

0

4,419,858

386-248-9458

1065 Ridgewood Ave

Holly Hill, FL 32117

Joe Forte, City Manager

✔

4,419,858

11,765,592

11,765,592

Stella Gurnee, Finance Director

HOLLY HILL OPERATING

386-248-9426

1065 Ridgewood Ave

6.2.c
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DR-420MM-P 
R. 5/12 
Page 3

MAXIMUM MILLAGE LEVY CALCULATION 

PRELIMINARY DISCLOSURE 

INSTRUCTIONS

General Instructions 
 
Each of the following taxing authorities must 
complete a DR-420MM-P. 
    • County 
    • Municipality 
    • Special district dependent to a county or 

 municipality 
    • County MSTU 
    • Independent special district, including water   
      management districts 
    • Water management district basin 
 
Voting requirements for millages adopted by a 
two-thirds or a unanimous vote are based on the 
full membership of the governing body, not on 
the number of members present at the time of 
the vote. 
 
This form calculates the maximum tax levy for 
2019 allowed under s. 200.065(5), F.S. Counties 
and municipalities, including dependent special 
districts and MSTUs, which adopt a tax levy at the 
final hearing higher than allowed under s. 
200.065, F.S., may be subject to the loss of their 
half-cent sales tax distribution. 
 
DR-420MM-P shows the preliminary maximum 
millages and taxes levied based on your 
proposed adoption vote. Each taxing authority 
must complete, sign, and submit this form to 
their property appraiser with their completed 
DR-420, Certification of Taxable Value. 
  
The vote at the final hearing and the resulting 
maximum may change. After the final hearing, 
each taxing authority will file a final Form 
DR-420MM, Maximum Millage Levy Calculation 
Final Disclosure, with Form DR-487, Certification 
of Compliance, with the Department of Revenue. 
 
Specific tax year references in this form are 
updated each year by the Department.

Line Instructions   
 

Lines 5-10   
Only taxing authorities that levied a 2018 millage rate less 
than their maximum majority vote rate must complete these 
lines.  The adjusted rolled-back rate on Line 10 is the rate 
that would have been levied if the maximum vote rate for 
2018 had been adopted.  If these lines are completed, enter 
the adjusted rate on Line 11.   
 

Line 12 
This line is entered by the Department of Revenue.  The 
same  adjustment factor is used statewide by all taxing 
authorities.  It is based on the change in per capita Florida 
personal income (s. 200.001(8)(i), F.S.),  which Florida Law 
requires  the Office of Economic and Demographic Research 
to report each year.   
  
Lines 13 and 14 
Millage rates are the maximum that could be levied with a 
majority or two-thirds vote of the full membership of the 
governing body. With a unanimous vote of the full 
membership (three-fourths vote of the full membership if 
the governing body has nine or more members) or a 
referendum, the maximum millage rate that can be levied is 
the taxing authority’s statutory or constitutional cap. 
 
Line 16 

Check the box for the minimum vote necessary at the final 
hearing to levy your adopted millage rate.   
 

Line 17 
 Enter the millage rate indicated by the box checked in Line 
16. If the proposed millage rate is equal to or less than the 
majority vote maximum millage rate, enter the majority vote 
maximum. If a two-thirds vote, a unanimous vote, or a 
referendum is required, enter the proposed millage rate. For 
a millage requiring more than a majority vote, the proposed 
millage rate must be entered on Line 17, rather than the 
maximum rate, so that the comparisons on Lines 21 through 
25 are accurate.   

       All TRIM forms for taxing authorities are available on our website at 
     http://floridarevenue.com/property/Pages/Forms.aspx

6.2.c
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STAFF REPORT 

CITY OF HOLLY HILL, FLORIDA 

  

City Commission 

Ordinance 
 

  

Updated: 7/22/2020 6:44 PM  Page 1 

 

MEETING DATE: July 28, 2020 

FROM: Brian Walker 

SUBJECT: FIRST READING - an Ordinance of the City of Holly Hill, Florida, 

Amending the Land Development Regulations (LDR), by 

Rezoning the Parcel Described in Exhibit "A" from CC-1 

(Commercial Corridor District) to BPUD (Business Planned 

Unit Development); Providing for Conflicting Ordinances; 

Providing for Severability; and Providing an Effective Date. 

NUMBER: 2020-O-3029 

APPLICANT: Brian Walker 

PLANNER:  

 

 

INTRODUCTION: 
 
Riverside Drive (224) PD Rezone - Consider a Rezone from CC-1 (Commercial Corridor) to 

BPUD (Business Planned Unit Development) and approve the associated written development 

agreement, for approximately .46 acres, located on the west side of Riverside Drive 

approximately 300 feet north of 2nd Street and more specifically known as 224 Riverside Drive. 

(City of Holly Hill, Applicant) District 1 - Commissioner Penny (Brian Walker, City Planner). 

 
BACKGROUND: 
 
The parcel at 224 Riverside Drive is owned by the City Of Holly Hill and is for sale. It is zoned 

CC-1 (Commercial Corridor) and has a future land use of General Commercial. The City is 

requesting a rezone to BPUD (Business Planned Unit Development) in order to permit uses that 

are most appropriate for the area and that support the current trend of development along 

Riverside Drive. 

 
DISCUSSION: 
 
The parcel addressed as 224 Riverside Drive sits directly in front of Marina Grande, a luxury 

residential condominium community with upscale retail and office space facing west along 

Riverside Drive. Approximately 350 feet to the south is The Market. A facility that the City 

remodeled and that now contains one of the City’s finest dining restaurants. The parcel is also 

located within the City’s Redevelopment District. Among other things, part of the stated purpose 

of the CRA District is to enhance the City’s assets. 

 

The CC-1 zoning designation is very broad and allows uses ranging from a book store to light 

industrial and manufacturing. Staff has received inquiries from potential buyers of the property. 

General inquiries have centered on putting uses on the property, such as motorcycle repair, and 

others that are not compatible with this location or trend of development in this area.  

7.1
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Ordinance 2020-3029  Meeting of July 28, 2020 

Updated: 7/22/2020 6:44 PM  Page 2 

 

At its regular meeting on May 4th, 2020, staff discussed the issue with the Board of Planning and 

Appeals in order to receive feedback as to whether or not it might be appropriate to rezone the 

property, with the goal of ensuring that it be developed in a way that supports the trend of 

development in the area. After some discussion, the BOPA recommended that the property be 

rezoned to a PD in order to more specifically guide what uses are permitted on the property and 

ensure that it be developed following the architectural design guidelines as presented in the CRA 

Master Plan. 

 

This is the purpose of the proposed rezone. 

 

Per Section 114-771(4), a request to rezone to a planned unit development requires that the 

applicant provide a master development plan. The master development plan consist of two items, 

a preliminary plan and a written development agreement. The preliminary plan shows items such 

as the size and location of buildings, parking areas, open space, etc. while the written 

development agreement spells out the permitted uses on the property along with a variety of 

other details concerning zoning data, restrictions, easements, etc.  

 

The property is for sale. Because there is currently no buyer or development proposal, the City 

does not have a preliminary plan. The primary purpose of this proposed rezone is to establish 

permitted uses and provide detail as required in the written development agreement. Staff request 

that once the property is purchased and development proposed, that the site plan serve as the 

preliminary plan and be incorporated into the master development plan as a minor amendment to 

the BPUD as long as it is consistent with the requirements and permitted uses stated in the 

written development agreement. 

 

COMPREHENSIVE PLAN (FLU) AND ZONING ANALYSIS: 

Adjacent land uses and zoning are as follows:  

North: FLU is General Commercial and Zoning is CC-1 and R-9 

South: FLU is General Commercial and Zoning is CC-1 

East:  FLU is Residential Based Mixed Use and Zoning is MPUD (Marina Grande) 

West: FLU is General Commercial and Zoning is R-9 

 

Site Analysis 
 
Floodplain Impacts: 

Based on FIRM Map 12127C0357J revised on September 29, 2017, the property is in flood zone 

AE.  

 

Wetland Impacts: 

Based on preliminary wetland map analysis, there are no wetlands on the subject property. 

 

Utilities: 

The site is located in the Holly Hill utility service area and will be required to connect to public 

utilities. 

   

7.1
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Ordinance 2020-3029  Meeting of July 28, 2020 

Updated: 7/22/2020 6:44 PM  Page 3 

Sidewalks: 

Per Sec. 90.114(a) a sidewalk will be required along the property frontage.   

 

Landscaping and Buffers: 

Landscaping and buffers will be required. 

 
Consistency with the Land Development Code 
 
The proposed Business Planned Unit Development (BPUD) zoning designation and proposed 

uses have been evaluated for compatibility with the Land Development Regulations of Holly 

Hill.  

 

The request is consistent with the Land Development Regulations of Holly Hill and the trend of 

development in surrounding area.  

 
 
 
Consistency with the Comprehensive Plan 
 
The rezone request has been evaluated for consistency with all applicable policies of the City’s 

Comprehensive Plan. Per Policy FLU 1.1.2 the ratio of building floor area (FAR) for the General 

Commercial Development future land use designation shall not exceed 1.95. Future development 

shall not exceed the permitted floor area ratio. Per Policy FLU 1.1.5, the City is compelled to 

review the rezone request for consistency with the uses, density, and compatibility of the 

Comprehensive Plan. 

 

The uses proposed within the Business Planned Unit Development (BPUD) zoning classification 

are compatible with the General Commercial Development future land use designation as well as 

with existing adjacent land uses. 

 

RECOMMENDATION OF THE BOARD OF PLANNING AND APPEALS 
 
At its regular meeting on July 6th, 2020, the Board of Planning and Appeals voted to adopt the 

Ordinance enacting a Rezone from CC-1 (Commercial Corridor) to BPUD (Business Planned 

Unit Development) and approve the associated written development agreement with the 

following changes: 

1. Remove the following from the list of permitted uses: 

a. Elevated boat storage 

b. New automobile sales 

c. New recreational vehicles and equipment sales 

d. Veterinary clinics 

2. Add as a permitted use: Control center/office for virtual businesses 

3. Allow the specific container development shown in Exhibit B of the written Development 

Agreement 

 
STAFF RECOMMENDATION: 
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Recommend the City Commission adopt the Ordinance enacting a Rezone from CC-1 

(Commercial Corridor) to BPUD (Business Planned Unit Development) and approve the 

associated written development agreement, for approximately .46 acres, located on the west side 

of Riverside Drive approximately 300 feet north of 2nd Street and more specifically known as 

224 Riverside Drive. 

 

ATTACHMENTS: 

• CC-1 Permitted Uses (PDF) 

• Development Agreement - 224 Riverside (PDF) 

• General Map Views (PDF) 

• Exhibit B - Container (PDF) 

• Zoning, FLU and Flood Map (PDF) 

• The Market (PDF) 

• Property Appraiser Information Sheet (PDF) 
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Ordinance No. 2020-3029 

 

FIRST READING - AN ORDINANCE OF THE CITY OF HOLLY HILL, 
FLORIDA, AMENDING THE LAND DEVELOPMENT REGULATIONS 

(LDR), BY REZONING THE PARCEL DESCRIBED IN EXHIBIT "A" FROM 
CC-1 (COMMERCIAL CORRIDOR DISTRICT) TO BPUD (BUSINESS 

PLANNED UNIT DEVELOPMENT); PROVIDING FOR CONFLICTING 
ORDINANCES; PROVIDING FOR SEVERABILITY; AND PROVIDING AN 

EFFECTIVE DATE. 
 

 

AN ORDINANCE OF THE CITY OF HOLLY HILL, 

FLORIDA, AMENDING THE LAND DEVELOPMENT 

REGULATIONS, BY REZONING THE PARCEL 

DESCRIBED IN EXHIBIT A FROM CC-1 (COMMERCIAL 

CORRIDOR DISTRICT) TO BPUD (BUSINESS PLANNED 

UNIT DEVELOPMENT); PROVIDING FOR 

CONFLICTING ORDINANCES; PROVIDING FOR 

SEVERABILITY; AND PROVIDING AN EFFECTIVE 

DATE. 

 

WHEREAS, the City Commission of the City of Holly Hill, Volusia County, 

Florida, has adopted a comprehensive plan pursuant to, and in compliance with 163.3161 et. 

Seq., Florida Statutes and; 

WHEREAS, the City Commission, as authorized by 163.3202, Florida Statutes, 

has enacted and does enforce the Land Development Regulations, based on, related to, and as a 

means to implement its adopted comprehensive plan; and 

WHEREAS, the Holly Hill Board of Planning and Appeals has recommended 

that the requested rezoning be granted; and 

WHEREAS, the City Commission has determined that it is necessary to 

administratively amend its Land Development Regulations as herein provided in order to more 

effectively implement its adopted comprehensive plan. 
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NOW, THEREFORE, BE IT ORDAINED BY THE CITY COMMISSION 

OF THE CITY OF HOLLY HILL, FLORIDA: 

SECTION 1. The Official Zoning Map of the City of Holly Hill is hereby amended to 

designate the property described in Exhibit “A” as BPUD (Business Planned Unit Development) 

pursuant to the provisions contained in the attached Development Agreement, attached to this 

Ordinance as Exhibit “B” and incorporated in this Ordinance by reference. 

SECTION 2. If any section, subsection, sentence, clause, phrase, or portion of this 

Ordinance, or application hereof, is for any reason held invalid or unconstitutional by any Court, 

such portion or application shall be deemed a separate, distinct, and independent provision, and 

such holding shall not affect the validity of the remaining portions or application hereof. 

SECTION 3. That all ordinances made in conflict with this Ordinance are hereby 

repealed. 

 SECTION 4. That this Ordinance shall become effective immediately upon its adoption 

 APPROVED AND AUTHENTICATED on this 28th day of JULY, 2020 for first 

reading. 
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EXHIBIT "A" 

LEGAL DESCRIPTION 

 

LOT 13 & LAND E OF HYWAY EXC W 175 FT SUB MB 6 PG 63 BLK 26 M & C HOLLY 

HILL PER OR 3957 PG 4470 PER OR 5418 PGS 3042-3043 PER OR 5744 PG 3085 PER OR 

6413 PG 0202 PER OR 6589 PG 1308 PER OR 6935 PG 4383 

APPROXIMATELY .461 ACRES 
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EXHIBIT B 

DEVELOPMENT AGREEMENT 
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Sec. 114-593. - Permitted principal uses and structures.  

Permitted principal uses and structures in the CC-1 district are as follows:  

(1)  Administrative offices.  

(2)  Adult congregate living facilities not exceeding 65 clients per acre (licensed capacity).  

(3)  Adult day care centers.  

(4)  Banks and savings and loans.  

(5)  Barbershops.  

(6)  Bars and nightclubs, except when such uses are located on a parcel abutting any R-1 through 
R-9 zoned property.  

(7)  Beauty salons.  

(8)  Business services.  

(9)  Carwash facilities, except when located on property adjacent to Ridgewood Avenue or LPGA 
Blvd., in which case such use is allowed by special exception.  

(10)  Child day care centers.  

(11)  Civic, fraternal and service organizations.  

(12)  Clubs, private.  

(13)  Convenience grocery stores.  

(14)  General office uses.  

(15)  Hospitals.  

(16)  Hotels/motels.  

(17)  Houses of worship.  

(18)  Laboratories: biological, optical, medical, dental and X-ray, but not including research and 
development laboratories related to the manufacturing of drugs for distribution and sale.  

(19)  Manufacturing (light industrial).  

(20)  Marinas.  

(21)  Medical and dental clinics.  

(22)  Miniwarehouses.  

(23)  Motor vehicle sales and rentals.  

(24)  Newsstands.  

(25)  Personal services.  

(26)  Prescription pharmacies.  

(27)  Professional services offices.  

(28)  Public uses.  

(29)  Public utility uses and structures.  

(30)  Recreational vehicles and equipment sales (including boat sales).  

(31)  Residential dwelling units (not more than ten dwelling units per acre in conjunction with a 
nonresidential use only).  

(32)  Rest and convalescent homes.  
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(33)  Restaurants, type A or B, except when such uses are located on a parcel abutting any R-1 
through R-9 zoned property.  

(34)  Retail sales and services.  

(35)  Retail specialty shops.  

(36)  Self-service laundromats.  

(37)  Shopping centers.  

(38)  Veterinary clinics.  

(39)  Warehousing and distribution.  

(40)  Motor vehicle and marine sales, services, parts and repair.  

(41)  Paint and body shops, except when such uses are located on a parcel abutting Ridgewood 
Avenue (U.S. 1/S.R. 5) or abutting any R-1 through R-9 zoned property.  

The development code administrator and the city planner may jointly authorize any use which is similar in 
character to any listed permitted use and which is clearly within the legislative intent of the classification.  

(Ord. No. 2408, § 1(5.5.21.C), 8-8-95; Ord. No. 2416, § 1, 10-10-95; Ord. No. 2817, § 2, 10-9-

07) 

Sec. 114-594. - Prohibited uses.  

The following uses are prohibited in the CC-1 district:  

(1)  Asphalt batching plants.  

(2)  Blood plasma centers.  

(3)  Bulk storage of petroleum products and other flammable substances.  

(4)  Concrete plants.  

(5)  Truck and automobile salvage yards.  

(6)  Temporary labor halls and similar uses, but not including employment services.  

(7)  Tattoo parlors, except that tattoo parlors shall be permitted on CC-1 zoned property only within 
the redevelopment district overlay if approved by special exception.  

(Ord. No. 2408, § 1(5.5.21.D), 8-8-95; Ord. No. 2460, § 1, 3-25-97; Ord. No. 2999, § 2, 3-13-18) 

Sec. 114-595. - Permitted accessory uses and structures.  

Permitted accessory uses and structures in the CC-1 district are as follows:  

(1)  Advertising signs, subject to the provisions of chapter 110.  

(2)  Uses customarily associated with, dependent on and incidental to the permitted principal use.  

(3)  Outside display, storage or sale of goods and objects that are customarily associated with and 
incidental to a permitted principal use. (Refer to section 114-767.)  

(Ord. No. 2408, § 1(5.5.21.E), 8-8-95) 

Sec. 114-596. - Special exceptions.  
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Special exceptions in the CC-1 district are as follows:  

(1)  Automobile service stations (type A and B) (Refer to section 114-682.)  

(2)  Bars and nightclubs, when such uses are located on a parcel abutting any R-1 through R-9 
zoned property. (Refer to section 114-691.)  

(3)  Fence manufacturing and assembly. (Refer to section 114-684.)  

(4)  Flea markets and farmers' markets. (Refer to section 114-676.)  

(5)  Restaurants, types A and B, when such uses are located on a parcel abutting any R-1 through 
R-9 zoned property. (Refer to section 114-690.)  

(6)  Self-service automobile fuel stations and accessory self-service fuel pumps. (Refer to section 
114-682.)  

(7)  Transmission repair services. (Refer to section 114-681.)  

(8)  Truck and rail freight terminals.  

(Ord. No. 2408, § 1(5.5.21.F), 8-8-95)  
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Return Recorded Document To: 

Holly Hill City Clerk 

1065 Ridgewood Avenue 

Daytona Beach, FL 32117 

 

Exhibit “B” to Ordinance No. ______ 

 

CITY OF HOLLY HILL 

RIVERSIDE BUSINESS PLANNED UNIT DEVELOPMENT (BPUD) 

MASTER DEVELOPMENT AGREEMENT 

 

THIS AGREEMENT (hereinafter referred to as the “Agreement”) is entered into and made 

as of the ___ day of ___________, 2020, by and between the CITY OF HOLLY HILL, a Florida 

municipal corporation, with a mailing address of 1065 Ridgewood Avenue, Florida 32771, 

(hereinafter referred to as the “City”), and the CITY OF HOLLY HILL, (hereinafter referred to as 

the “Owner/Applicant”). 

 

 W I T N E S S E T H 

 

WHEREAS, the Owner/Applicant warrants that it holds legal title to the lands located in 

Volusia County, Florida, and within the corporate limits of the City of Holly Hill, said lands being 

more particularly described in Exhibit “A”, Legal Description for the Subject Property, attached 

hereto and by this reference made a part hereof; and that the holders of any and all liens and 

encumbrances affecting such property will subordinate their interests to this Agreement; and 

 

WHEREAS, the Owner/Applicant has clear title of the Subject Property; and 

 

WHEREAS, the Owner/Applicant has applied for a change of zoning from the present 

zoning classification(s) of the parcel described in Exhibit “A” from CC-1 to an BPUD: and 

 

WHEREAS, the Owner/Applicant desires to facilitate the orderly development of the 

Subject Property in compliance with the laws and regulations of the City and of other governmental 

authorities, and the Owner/Applicant desires to ensure that its development is compatible with 

other properties in the area and planned traffic patterns; and 

 

WHEREAS, the City Commission seeks to implement the Community  

Redevelopment Area (CRA) Master Plan by focusing on the best utilization of 

vacant properties and blighted properties in the city, to encourage private 

investment and business retention; and 

 

WHEREAS, upon the purchase of the PROPERTY,  the Purchaser/Developer  

shall assume the duties, obligations, benefits and entitlements granted herein of Owner 

/Applicant as set out  in this AGREEMENT; and 
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WHEREAS, the development permitted or proposed under this Development Agreement 

is consistent with the City’s Comprehensive Plan, concurrency management system, and all land 

development regulations, and this Agreement does not replace, supersede, or grant variances to 

those regulations; and 

 

WHEREAS, it is the purpose of this Agreement to clearly set forth the understanding and 

agreement of the parties concerning the matters contained herein; and 

 

WHEREAS, this Agreement and the accompanying Conceptual Preliminary Plan attached 

as Exhibit B, shall constitute the Master Development Plan; and 

 

WHEREAS, the Owner/Applicant has sought the City's approval to develop the Subject 

Property, and the City approved Ordinance No. _________, through rezoning the Subject Property 

to a form of Planned Unit Development (PUD), as defined under the City’s Land Development 

Code; _________________.   

 

NOW THEREFORE, in consideration of the mutual covenants and agreements contained 

herein, and other good and valuable consideration, the receipt and sufficiency of which is hereby 

acknowledged, the parties hereto agree as follows: 

 

1. Recitals and Definitions.  The recitals herein contained are true and correct and 

are incorporated herein by reference.  All capitalized terms not otherwise defined herein shall be 

as defined or described in the City’s Land Development Code as it may be amended from time to 

time, unless otherwise indicated. 

 

2. Ownership.  The legal and equitable owner of the Subject Property is the City of 

Holly Hill. 

 

3.   Title Opinion/Certification.  The Owner/Applicant will provide to the City, in 

advance of the City's execution and recordation of this Agreement, a title opinion from a licensed 

attorney in the state of Florida, or a certification by an abstractor or title company authorized to do 

business in the state of Florida, verifying marketable title to the Subject Property to be in the name 

of the Owner/Applicant and any and all liens, mortgages, and other encumbrances that are either 

satisfied or not satisfied or released of record. 

 

4.   Subordination/Joinder.  Unless otherwise agreed to by the City and if applicable, 

all liens, mortgages, and other encumbrances that is not satisfied or released of record, must be 

subordinated to the terms of this Agreement or the Lienholder join in this Agreement. It shall be 

the responsibility of the Owner/Applicant to promptly obtain the said subordination or joinder, in 

form and substance that is acceptable to the City Attorney, prior to the execution and recordation 

of this Agreement. 

 

5. Duration.  The duration of this Agreement is binding and runs with the land in 
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perpetuity, unless amended. 

 

6.  Development of the Subject Property.  Development of the Subject Property shall 

be subject to performance standards listed in this Agreement. Where a land use listed below differs 

from a defined use in the City of Holly Hill’s Code of Ordinances, the use listed in this Agreement 

shall prevail. 

 

A. Comprehensive Plan Policies specific to this Subject Property. 

 

B. Permitted principal uses allowable on the Subject Property: 

1. Administrative offices.  

2. Adult day care centers.   

3. Bakery. 

4. Banks and financial institutions.  

5. Barbershops. 

6. Beauty salons. 

7. Bed and breakfast accommodations. 

8. Brewery. 

9. Business services.  

10. Catering Services. 

11. Child day care centers.  

12. Coffee Shops. 

13. Control center/office for virtual businesses 

14. Distillery. 

15. Elevated boat storage. 

16. General office uses.  

17. Gyms and fitness studios. 

18. Hotels.  

19. Laboratories: biological, optical, medical, dental and X-ray, but not including 

research and development laboratories related to the manufacturing of drugs for 

distribution and sale.  

20. Medical and dental clinics.   

21. New automobile sales – Vehicles not more than 1 year older than the current 

model year and sold indoors, except that antique (over 45 years old) and vintage 

automobiles that are in like new condition, may be sold and displayed outdoors. 

22. New recreational vehicles and equipment sales (including boat sales).  

23. Prescription pharmacies.  

24. Professional services (offices for real estate, engineering, consulting, marketing, 

accounting, architects, law, financial advisors and other professions that offer 

customized knowledge-based services to clients) 

25. Rest and convalescent homes.  

26. Restaurants (Type A) – This use will require, a 35 foot rear setback and a 10 foot 

vegetated strip along the rear of the property. 
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27. Retail sales and services.  

28. Specialty grocery stores.  

29. Veterinary clinics. 

 

C. Prohibited principal uses: 

1. Used automobile sales or rental, excluding like new antique and vintage vehicles. 

2. Motorized vehicle and equipment services or repair, including repair of parts 

3. Bars and nightclubs 

4. Blood bank, plasm center 

5. Flea market and farmers market 

6. Gas Station 

7. Labor Hall and similar uses 

8. Manufacturing 

9. Pawn shop 

10. Tattoo parlor 

 

D. Impervious surface is not to exceed 75% of the gross square footage for the Subject 

Property. 

 

E. Required Open Space: 25% (buffers and retention systems can be used towards open 

space) 

 

F. Minimum landscaping and buffer yard requirements are per the City’s Land 

Development Code. Stormwater management facilities shall not be placed within 

buffer yards. 

 

G. Minimum lot size area (in acreage or square footage): 20,000 square feet. 

 

H. Minimum lot width (in feet): 100 feet 

 

I. Minimum yard setbacks: 

1. Front yard:  15 feet  

2. Side yard:  10 feet  

3. Rear yard:  15 feet 

 

J. Maximum building height (in feet): 40 feet 

 

K. Minimum parking standards are per the City’s Land Development Code. Reductions 

may be granted subject to a parking study or other substantial and competent evidence 

showing that the parking proposed will be adequate to meet demand. 

 

L. Utility provision and dedication: The Purchaser/Developer shall connect to the City of 

Holly Hill’s central utility systems, when available, at their sole cost and expense.  

7.1.b

Packet Pg. 255

A
tt

ac
h

m
en

t:
 D

ev
el

o
p

m
en

t 
A

g
re

em
en

t 
- 

22
4 

R
iv

er
si

d
e 

 (
20

20
-O

-3
02

9 
: 

22
4 

R
iv

er
si

d
e 

D
ri

ve
 -

 B
P

U
D

)



 

 

Page 5 of 15  

 

Utility fees shall be paid to the City of Holly Hill or service provider, before any 

building permit is issued.  Central utility systems are to be designed, permitted, and 

constructed to the respective service provider specifications and dedicated to the 

respective service provider upon final inspection, clearance, and acceptance by the 

service provider. 

 

M. Stormwater and environmental:  Parcel stormwater system shall be owned and 

maintained by the Purchaser/Developer and shall not be dedicated to or become the 

responsibility of the City of Holly Hill.  All environmental permitting, mitigation, 

and/or soil and erosion control for the property shall conform to all federal, state, and 

local permits/requirements, shall be the sole responsibility of the Purchaser/Developer, 

and shall be maintained in good condition/standing with the applicable permitting 

authorities.  Best Management Practices and conformance to National Pollutant 

Discharge Elimination System (NPDES) criteria are required. 

 

N. Transportation, site access, and traffic devices:  The Purchaser/Developer is 

responsible for all transportation improvements within the Subject Property and any 

off-site transportation requirements, as a result of the proposed development, for site 

function, that maintains or improves the level of service for area roadways, and ensures 

the public health, safety, and welfare for the community.  All permits shall be obtained 

from appropriate permitting agencies prior to development and the City shall determine 

the appropriate level of service per the City Comprehensive Plan and current traffic 

counts. 

 

            7. Architectural Design.  The design of buildings shall reflect the “Heritage” theme 

and the City’s architecture: Mediterranean, Spanish, Florida Vernacular, and Contemporary 

styles. In addition, the specific container development attached as Exhibit B may be approved 

with small modifications made only to conform to requirements of the Florida Building Code. 

 

8. Development Permits/Fees.   The Purchaser/Developer is responsible for 

obtaining, permitting, and the payment of all fees for facilities and services to ensure for the 

Subject Property.  Any site permits shall be kept current with the respective permitting agency and 

shall ensure the protection of the public health, safety, and welfare of the community and the 

development.  All impact fees are applicable and no impact fee credits shall be awarded through 

this Agreement; unless a cessation exists through a City moratorium that is Citywide.  

Proportionate fair share site improvements shall not be used in lieu of impact fees. 

 

9. Parcel Development Plan Approval.  The Final Development Plan/Site Plan shall 

be reviewed solely by the Development Code Administrator and other City of Holly Hill staff, 

who upon determination that a Final Development Plan complies with all applicable development 

requirements shall issue the Final Development Order. Nothing contained herein exempts future 

development of the BPUD from other permitting requirements established by federal, state, 

regional or county authorities.  Appeals of the Development Code Coordinator decisions in regard 
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to Final Development Plans shall abide by the requirements established in Chapter 82, Article V, 

Division 2. 

 

10. Amendments. Amendments to the MDP shall be subject to the requirements of 

Section 114-771(g) (4) of the City of Holly Hill Land Development Regulations, which states that 

“minor amendments to the preliminary plan not violating any terms of the written development 

agreement and not altering the intent and purpose of the MDP may be approved by the 

Development Code Administrator after such departmental comment as he deems appropriate.” 

Decisions as to whether modifications are Major or Minor shall be at the sole discretion of the 

Development Code Administrator. All amendments not qualifying as a minor amendment shall be 

deemed a major amendment which shall be reviewed and approved with a rezoning ordinance with 

review and recommendation by the Board of Planning and Appeals and two readings before the 

City Commission. Specific to this BPUD, if the Site Plan meets all requirements of this 

Development Agreement, and the City’s land development regulations, then it may be approved 

by the Development Code Administrator as a minor amendment to the BPUD, at which point it 

shall also serve as the preliminary plan and be made part of the master development plan. 

 

11. Obligations.  Should the Purchaser/Developer fail to undertake and complete its 

obligations as described in this Agreement to the City's specifications, then the City shall give the 

Purchaser/Developer thirty (30) days written notice to commence and ninety (90) days to complete 

said required obligation.  If the Purchaser/Developer fails to complete the obligations within the 

ninety (90) day period, then the City, without further notice to the Purchaser/Developer, or its 

successors in interest, may, without prejudice to any other rights or remedies it may have, place 

liens and take enforcement action on the Subject Property.  A lien of such assessments shall be 

superior to all others, and all existing lienholders and mortgagees, by their execution of the 

subordination or joinder documents, agree to subordinate their liens or mortgages to the City’s said 

liens or assessments.  Notice to the Purchaser/Developer and its successors in interest shall be 

deemed to have been given upon the mailing of notice to the Primary Owner address listed with 

the Volusia County Property Appraiser. 

 

12. Indemnification.  The Purchaser/Developer shall indemnify and hold the City 

harmless from any and against all claims, demands, disputes, damages, costs, expenses, (to include 

attorneys' fees whether or not litigation is necessary and if necessary, both at trial and on appeal), 

incurred by the City as a result, directly or indirectly, of the use or development of the Subject 

Property, except those claims or liabilities caused by or arising from the negligence or intentional 

acts of the City, or its employees or agents.  It is specifically understood that the City is not 

guaranteeing the appropriateness, efficiency, quality or legality of the use or development of the 

Subject Property, including but not limited to, drainage or water/sewer plans, fire safety, or quality 

of construction, whether or not inspected, approved, or permitted by the City. 

 

13. Compliance.  The Purchaser/Developer agrees that it, and their successors and 

assigns, will abide by the provisions of this Agreement, the City’s Comprehensive Plan and the 

City's Code of Ordinances, including but not limited to, the site plan regulations of the City as 
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amended from time to time, which are incorporated herein by reference and such subsequent 

amendments hereto as may be applicable.  Further, all required improvements, including 

landscaping, shall be continuously maintained by the Purchaser/Developer, or their successors and 

assigns, in accordance with the City’s Code of Ordinances.  The City may, without prejudice to 

any other legal or equitable right or remedy it may have, withhold permits, Certificates of 

Occupancy or plan/plat approvals to the Subject Property, should the Purchaser/Developer fail to 

comply with the terms of this Agreement.  In the event of a conflict between this Development 

Agreement and the City’s Land Development Code, the more restrictive regulations shall govern 

the development of the Subject Property. 

 

14. Obligations for Improvements.  Any surface improvement as described and 

required hereunder included, but not limited to such as signalization, walls, stormwater 

management facilities, medians, and utilities, or any other surface improvement shall be 

performed, prior to the issuance of the first Certificate of Occupancy on that portion of the Subject 

Property that the surface improvement(s) relates or is otherwise scheduled in this Agreement.  

Should the Purchaser/Developer fail to undertake and complete its obligations as described in this 

Agreement and to the City's specifications, then the City shall give the Purchaser/Developer thirty 

(30) days written notice to commence and ninety (90) days to complete said required obligation at 

the sole expense of the Purchaser/Developer.  If the Purchaser/Developer fails to complete the 

obligations within the ninety (90) day period, then the City, without further notice to the 

Purchaser/Developer and their successors and assigns in interest, may but shall not be required to, 

perform such obligations at the expense of the Purchaser/Developer or their successors and assigns 

in interest, without prejudice to any other rights or remedies the City may have under this 

Agreement.  Further, the City is hereby authorized to immediately recover the actual and verified 

cost of completing the obligations required under this Agreement and any legal fees from the 

Purchaser/Developer in an action at law for damages, as well as record a lien against the Subject 

Property in that amount.  The lien of such assessments shall be superior to all others, and all 

existing lienholders and mortgagees, by their execution of the subordination or joinder documents, 

agree to subordinate their liens or mortgages to the City’s said liens or assessments.  Notice to the 

Purchaser/Developer and their successors and assigns in interest shall be deemed to have been 

given upon the mailing of notice to the Primary Owner address listed with the Volusia County 

Property Appraiser. 

 

15. Concurrency and Vested Rights.  The Purchaser/Developer acknowledges and 

agrees that prior to the issuance of any development orders for the Property, the 

Purchaser/Developer must have received and be in the possession of a valid unexpired certificate 

of capacity/concurrency management system approval consistent with the City’s Land 

Development Code.  The capacity certificate/approval verifies the availability of infrastructure and 

service capacity sufficient to permit the proposed development of the Subject Property without 

causing a reduction in the levels of service adopted in the City's Comprehensive Plan.  The 

certificate of capacity/approval shall be effective for a term, as defined in the City's Code of 

Ordinances.  This Agreement shall not create or result in a vested right or rights to develop the 

Subject Property. 

7.1.b

Packet Pg. 258

A
tt

ac
h

m
en

t:
 D

ev
el

o
p

m
en

t 
A

g
re

em
en

t 
- 

22
4 

R
iv

er
si

d
e 

 (
20

20
-O

-3
02

9 
: 

22
4 

R
iv

er
si

d
e 

D
ri

ve
 -

 B
P

U
D

)



 

 

Page 8 of 15  

 

 

 16. Environmental and Tree Preservation. The Purchaser/Developer is 

responsible to obtain all site related permits and approval prior to any development activity on or 

for the Subject Property.  This may involve mitigation for habitat of threatened or endangered flora 

and fauna or for species identified for proportion (i.e. tree preservation).  This Agreement does not 

vest or exempt the Purchaser/Developer from any permitting and mitigation obligations needed to 

develop a Subject Property.   

 

 17. Homeowners Association or Property Owners Association. The charter 

and by-laws of any Homeowners Association (“HOA”) or Property Owners Association (“POA”) 

for the Subject Property and any deed restrictions related thereto shall be furnished to the City for 

approval by the City Attorney prior to the recording thereof in the Public Records of Volusia 

County, Florida.  Such recording shall take place before a Certificate of Occupancy is issued for 

the first development project on land covered by this Agreement. The HOA or POA shall at a 

minimum be responsible for maintaining the common open space, any common utility systems, 

such as for irrigation and site lighting, and project signage. The Purchaser/Developer shall be 

responsible for establishing the HOA or POA and recording said information in the Public Records 

of Volusia County, Florida.  The City is not responsible for the enforcement of any agreements or 

deed restrictions entered into between property owners or occupiers of the Subject Property.  If 

maintenance for the Subject Property is not maintained following issuance of a Certificate of 

Occupancy, the City has Code Enforcement services. 

 

 18. Enforcement.  Both parties may seek specific performance of this Agreement 

and/or bring an action for damages in a court within Volusia County, Florida, if this Agreement is 

breached by either party.  In the event that enforcement of this Agreement by the City becomes 

necessary, and the City is successful in such enforcement, the Purchaser/Developer shall be 

responsible for the payment of all of the City’s costs and expenses, including attorney fees, whether 

or not litigation is necessary and, if necessary, both at trial and on appeal.  Such costs, expenses 

and fees shall also be a lien upon the Subject Property superior to all others.  Should this Agreement 

require the payment of any monies to the City, the recording of this Agreement shall constitute a 

lien upon the Subject Property for said monies, until said are paid, in addition to such other 

obligations as this Agreement may impose upon the Subject Property and the Purchaser/Developer.  

Interest on unpaid overdue sums shall accrue at the rate of the lesser of eighteen percent (18%) 

compounded annually or at the maximum rate allowed by law. 

 

 19. Utility Easements.  For any easement not established on a plat for the Subject 

Property, the Purchaser/Developer shall provide to the City such easements and other legal 

documentation, in form mutually acceptable to the City Attorney and the Purchaser/Developer, as 

the City may deem reasonably necessary or appropriate for the installation and maintenance of the 

utility and other services, including but not limited to, sanitary sewer, potable water, and reclaimed 

water services, electric, cable, gas, fire protection and telecommunications. 

 

 20. Periodic Review.   The City reserves the right to review the Subject Property in 
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relation to this Agreement periodically to determine if there has been demonstrated good faith 

compliance with the terms of this Agreement.  If the City finds that on the basis of substantial 

competent evidence that there has been a failure to comply with the terms of this Agreement, the 

City may not issue development orders or permits until compliance with this Agreement has been 

established. 

 

 21. Compliance with the Law.  The failure of this Agreement to address a particular 

permit, condition, term, or restriction shall not relieve the Purchaser/Developer of the Subject 

Property from the necessity of complying with the law governing said permitting requirements, 

conditions, terms, or restrictions. 

 

 22. Captions.  The captions used herein are for convenience only and shall not be relied 

upon in construing this Agreement. 

 

 23. Binding Effect.  This Agreement shall run with the land, shall be binding upon and 

inure to the benefit of the Purchaser/Developer and their successors and assigns in interest, and the 

City and their successor and assigns in interest.  This Agreement shall become effective upon its 

execution and recordation with the Public Records of Volusia County, Florida.  This Agreement 

does not, and is not intended to, prevent or impede the City from exercising its legislative authority 

as the same may affect the Subject Property. 

 

 24. Subsequently Enacted State or Federal Law.  If either state of federal law is 

enacted after the effective date of this Agreement that is applicable to and precludes the parties’ 

compliance with the terms of this Agreement, this Agreement and correlating zoning amendment 

shall be modified or revoked, as is necessary, to comply with the relevant state or federal law. 

 

 25. Severability.  If any part of this Development Agreement is found invalid or 

unenforceable in any court, such invalidity or unenforceability shall not affect the other parts of 

this Development Agreement, if the rights and obligations of the parties contained herein are not 

materially prejudiced and if the intentions of the parties can be affected.  To that end, this 

Development Agreement is declared severable. 

 

 26. Covenant Running with the Land.  This Agreement shall run with the Subject 

Property and inure to and be for the benefit of the parties hereto and their respective successors 

and assigns and any person, firm, corporation, or entity who may become the successor in interest 

to the Subject Property or any portion thereof. 
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27. Recordation of Agreement.  An executed original of this Agreement shall be 

recorded by the City, at the Applicant’s expense, in the Public Records of Volusia County, Florida.  

 

28. Applicable Law/Venue.  This Agreement and the provisions contained herein shall 

be construed, controlled, and interpreted according to the laws of the State of Florida. Venue of 

any litigation relating to this Agreement shall be in the courts of Volusia County, Florida. 

 

 29.  Time of the Essence.  Time is hereby declared of the essence to the lawful 

performance of the duties and obligations contained in this Agreement.  The Owner/Applicant 

shall execute this Agreement within ten (10) business days of City Commission adoption of 

Ordinance No. _____; and agrees to pay the cost of recording this document in the Public Records 

of Volusia County, Florida.  Failure to execute this Agreement within ten (10) business days of 

this ordinance adoption may result in the City not issuing development orders or permits until 

execution and recordation of this Agreement has occurred. 

 

 30. Agreement; Amendment.  This Agreement constitutes the entire agreement 

between the parties, and supersedes all previous discussions, understandings and agreements, with 

respect to the subject matter hereof; provided, however, that it is agreed that this Agreement is 

supplemental to the City’s Comprehensive Plan and does not in any way rescind or modify any 

provisions of the City’s Comprehensive Plan.  Amendments to and waivers of the provisions of 

this Agreement shall be made by the parties only in writing by formal amendment. 

 

31. Effective Date.  The Effective Date of this Agreement shall be the day this 

Agreement is recorded in the Public Records of Volusia County, Florida. 

 

 IN WITNESS WHEREOF, the Owner/Applicant, and the City have executed this 

Agreement. 

 

OWNER/APPLICANT 

 

            By: 

                

Signature of Witness # 1 Signature 

 

         

Print or type name  Print or type name 
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            As: 

              

Signature of Witness #2    Print or type 

 

            ATTEST:  
Print or type name            

       Signature 

 

              

Print or Type Name 

 

      As:  

       

 

Mailing Address:      

       

       

 

STATE OF FLORIDA 

COUNTY OF      

  

The foregoing instrument was acknowledged before me, by means of ☐ physical presence 

or ☐ online notarization, this ____ day of _______, _____ (year), 

by _______________________, who is personally known to me or produced ______________ as 

identification. 

                                                                        
  

NOTARY PUBLIC, STATE OF FLORIDA 

  
  

__________________________ 

Notary Signature 

  
__________________________ 

                                                                        Printed Name 
                                                                        

Commission No.: __________ 

My Commission Expires: __________ 
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      CITY OF HOLLY HILL: 
 

     By:  

              

       

 

     Date:          

 

 

      

     ATTEST: 

 

              

       

 

     Date:          

         

Mailing Address:  

City of Holly Hill 

1065 Ridgewood Avenue 

Holly Hill, FL 32771 

  

STATE OF FLORIDA 

COUNTY OF     
  

The foregoing instrument was acknowledged before me, by means of ☐ physical presence 

or ☐ online notarization, this ____ day of _______, _____ (year), 

by _______________________, who is personally known to me or produced ______________ as 

identification. 
                                                                        

  
NOTARY PUBLIC, STATE OF FLORIDA 

  
  

__________________________ 

Notary Signature 
  

__________________________ 

                                                                        Printed Name 

                                                                        
Commission No.: __________ 

My Commission Expires: __________ 
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Approved as to form and legality for use and 

reliance by the City of Holly Hill, Florida 

 

 

____________________________________ 

Scott Simpson 

City Attorney 
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EXHIBIT A 

Legal Description 

 

LOT 13 & LAND E OF HYWAY EXC W 175 FT SUB MB 6 PG 63 BLK 26 M & C HOLLY 

HILL PER OR 3957 PG 4470 PER OR 5418 PGS 3042-3043 PER OR 5744 PG 3085 PER OR 

6413 PG 0202 PER OR 6589 PG 1308 PER OR 6935 PG 4383 

APPROXIMATELY .461 ACRES 
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EXHIBIT B 
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Map Views 

Property Size – 20,083 square feet 
Zoned – CC-1 (Commercial Corridor) 
FLU – Commercial 
FEMA – 100% Floodprone – AE 
Former Use – Mobile Home Park 
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Street view of the property looking west 
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View directly across the street from 224 Riverside looking east 
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CC-1 Zoning 

 

Commercial Future Land Use  
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Area Aerial 

 

Flood Map 
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The Market 
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6/9/2020 Volusia FL Public Access

publicaccess.vcgov.org/volusia/Datalets/PrintDatalet.aspx?pin=3478282&gsp=PROFILEALL&taxyear=2020&jur=74&ownseq=0&card=1&roll=REAL&S… 1/3

Altkey: 3478282 Parcel ID: 533743000132
CITY OF HOLLY HILL 224 RIVERSIDE DR , HOLLY HILL

Parcel

Short Parcel Id 533743000132
Property Location 224 RIVERSIDE DR, HOLLY HILL, 32117
PC Code 8000 - VACANT GOVERNMENTAL
Total Bldgs 0
Neighborhood 7081 - DISTRICT 2 - MOBILE HOME PARKS
Business Name  
Homestead Property No

Primary Owner

Owner CITY OF HOLLY HILL
  
In Care Of  
Mailing Address 1065 RIDGEWOOD AVE
  
 HOLLY HILL FL 32117 2807
 Change Mailing Address Online

All Owners

# Owner 1 Owner 2 Owner % Owner Type(s)
0 CITY OF HOLLY HILL 100 M - Municipal

Legal

Millage Group 203-HOLLY HILL
Legal Description LOT 13 & LAND E OF HYWAY EXC W 175 FT SUB MB 6 PG 63 BLK 26 M & C HOLLY

HILL PER OR 3957 PG 4470 PER OR 5418 PGS 3042-3043 PER OR 5744 PG 3085
PER OR 6413 PG 0202 PER OR 6589 PG 1308 PER OR 6935 PG 4383

Map TWP-RNG-SEC 15 - 33 - 37
Subdivision-Block-Lot 43 - 00 - 0132
Date Created 29-DEC-81
Year Annexed  

Special Assessment

Project # Description Units Rate Amount
0203 HOLLY HILL STORMWATER 5.40 $96.00 $518.40

Sales

Book/Page Instr Type Inst # Sale Date V/I Sale Price
6935 / 4383 WD-WARRANTY DEED 2013232189 11/25/2013 I $275,000
6589 / 1308 WD-WARRANTY DEED 2011074234 04/29/2011 I $100,000
6413 / 0202 CT-CERTIFICATE OF TITLE 2009204351 10/26/2009 I $100
5744 / 3085 WD-WARRANTY DEED 2006008487 01/04/2006 I $520,000
5418 / 3042 WD-WARRANTY DEED 2004259265 09/30/2004 I $217,000
3957 / 4470 WD-WARRANTY DEED 1994156580 10/15/1994 I $140,000
2414 / 1017 WD-WARRANTY DEED 01/15/1983 I $120,000

Commununity Redevelopment Areas

Project # Description Year Beg Year End
92 HOLLY HILL CRA 2001 9999

County Links

Property Tax Bill CLICK HERE
Link to Permits CLICK HERE
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https://vcpa.vcgov.org/changeaddress.html
https://app02.clerk.org/or_m/Default.aspx?s=paweb&i=2013232189
https://app02.clerk.org/or_m/Default.aspx?s=paweb&i=2011074234
https://app02.clerk.org/or_m/Default.aspx?s=paweb&i=2009204351
https://app02.clerk.org/or_m/Default.aspx?s=paweb&i=2006008487
https://app02.clerk.org/or_m/Default.aspx?s=paweb&i=2004259265
https://app02.clerk.org/or_m/Default.aspx?s=paweb&i=1994156580
https://volusia.county-taxes.com/public/search?search_query=3478282
https://connectlivepermits.org/PublicPortal/Volusia/public/property_detail.jsp?parcelnumber=533743000132
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  1 of 2  

Other Links

Google Street Address CLICK HERE
Bing Maps CLICK HERE
  

Land & Agriculture

# Land Code Type Units Acres Sq Feet FF Depth Rate Just Value
1 8089-VAC GOV - MUNICIPAL UNIT 9.00 10,000.00 $90,000
2 8089-VAC GOV - MUNICIPAL UNIT 1.00 10,000.00 $6,500

Land Summary

Land Code 8089-VAC GOV - MUNICIPAL
Total Land Value $90,000
Value/Square Feet  
Value/Acre  
Depth Factor 1.00
Location Factor 100
Influence 1 -
Influence 2 -

Total Land Value

Total Land Value $96,500

AGVAL Summary

AG Value  
Appraised Value  
Non AG Just Value  
Total Land Value  

Working Tax Roll Values

Year Land Value Impr Value Just Value Non-Sch Assd HX Savings
2020 $96,500 $0 $96,500 $96,500 $0

Working Tax Roll Taxable Values by Authority

Auth Authority Name Exemption/10Cap Taxable
0011 REQ LOCAL EFFORT $96,500 $0
0012 DISCRETIONARY $96,500 $0
0017 CAPITAL IMPROVEMENT $96,500 $0
0050 GENERAL FUND $96,500 $0
0055 LIBRARY $96,500 $0
0057 VOLUSIA FOREVER $96,500 $0
0058 VOLUSIA ECHO $96,500 $0
0059 VOLUSIA FOREVER I&S 2005 $96,500 $0
0060 ST JOHN'S WATER MANAGEMENT DISTRICT $96,500 $0
0065 FLORIDA INLAND NAVIGATION DISTRICT $96,500 $0
0100 HALIFAX HOSPITAL AUTHORITY $96,500 $0
0200 HOLLY HILL $96,500 $0
0520 MOSQUITO CONTROL $96,500 $0
0530 PONCE INLET PORT AUTHORITY $96,500 $0

Final Years Certified Tax Roll Values

Year Land Value Impr Value Just Value Non-Sch Assd Non-Sch Exemptions Non-Sch Taxable HX Savings
2019 $96,500 $0 $96,500 $96,500 $96,500 $0 $0
2018 $96,500 $0 $96,500 $96,500 $96,500 $0 $0
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http://maps.google.com/maps?q=224%20RIVERSIDE%20DR%20%20HOLLY%20HILL,FL
http://bing.com/maps/default.aspx?where1=224%20RIVERSIDE%20DR%20%20HOLLY%20HILL,FL


6/9/2020 Volusia FL Public Access

publicaccess.vcgov.org/volusia/Datalets/PrintDatalet.aspx?pin=3478282&gsp=PROFILEALL&taxyear=2020&jur=74&ownseq=0&card=1&roll=REAL&S… 3/3

2017 $96,500 $0 $96,500 $96,500 $96,500 $0 $0
2016 $96,500 $0 $96,500 $96,500 $96,500 $0 $0
2015 $96,500 $0 $96,500 $96,500 $96,500 $0 $0
2014 $96,500 $8,253 $104,753 $104,753 $104,753 $0 $0
2013 $96,500 $7,712 $104,212 $104,212 $0 $104,212 $0
2012 $96,500 $7,192 $103,692 $103,692 $0 $103,692 $0
2011 $96,500 $7,192 $103,692 $103,692 $0 $103,692 $0

Permit Summary

Date Number Description Amount Open/Closed
02/26/2014 14-594 REMOVE 3 MH & 1 COMM BLDG $0 C

Item   Area

7.1.g
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	Agenda Packet
	1. CALL TO ORDER
	a. Roll Call 
	b. Invocation by Mayor Chris Via
	c. Pledge of Allegiance 

	2. PRESENTATION
	1. 2976 : Proclamation - Honoring Michael James Junker for 35 Years of Service to the City of Holly Hill
	Printout: 2976 : Proclamation - Honoring Michael James Junker for 35 Years of Service to the City of Holly Hill


	3. PUBLIC COMMENTS
	4. APPROVAL OF MINUTES - None
	5. CONSENT AGENDA - Item ( 1 )
	1. 2020-R-34 : Replacement of the WWTP Sludge Holding Tank Walkway 20WW04
	Printout: 2020-R-34 : Replacement of the WWTP Sludge Holding Tank Walkway 20WW04
	a. Recommendation of Award 7.9.20
	b. McMahan WW-20-04 070720
	c. ITB WW-20-04 Boromei Construction
	d. E&D Bid
	e. RAZORBACK LLC- HOLLY HILL WWTP SLUDGE HOLDING TANK WALKWAY REPLACEMENT WW-20-04
	f. WW-20-04 Bid Opening Sheet


	6. REGULAR AGENDA 
	1. 2020-R-35 : Amending the City of Holly Hill's Purchasing Policy
	Printout: 2020-R-35 : Amending the City of Holly Hill's Purchasing Policy
	a. Exhibit A (RESOLUTION 2020-XX PURCHASING POLICY AMENDED)

	2. 2978 : Maximum Millage-Fiscal Year 2020-2021
	Printout: 2978 : Maximum Millage-Fiscal Year 2020-2021
	a. DR420 for maximum millage 07 16 2020
	b. DR420 TIF for maximum millage 07 16 2020
	c. DR420MM for maximum millage 07 16 2020


	7. PUBLIC HEARING
	1. 2020-O-3029 : 224 Riverside Drive - BPUD
	Printout: 2020-O-3029 : 224 Riverside Drive - BPUD
	a. CC-1 Permitted Uses
	b. Development Agreement - 224 Riverside
	c. General Map Views
	d. Exhibit B - Container
	e. Zoning, FLU and Flood Map
	f. The Market
	g. Property Appraiser Information Sheet


	8. COMMUNICATIONS 
	A. City Manager & Staff Comments
	B. City Attorney Comments
	C. City Commission Comments
	D. Mayor's Comments

	9. ADJOURNMENT
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