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PART A: INTRODUCTION  
 
 

1.0. INTENT OF OPERA TIONAL PROCEDURES  
 
This document is intended to set forth guidelines for JEA Procurement personnel and other JEA 

personnel only. The Code 2-202(2) permits the CPO to promulgate Operational Procedures that 
detail procedures for the policies set forth in the Code. This document should be considered 

supplemental to the JEA Purchasing Code. Therefore, any discrepancies that may arise between 

this document and the Code shall be resolved solely by the CPO. 
 

In Part A, we provide an explanation of how to best utilize this document in conjunction with the 
Code, and provide definitions of terms that we use in addition to those used in the Code.  

 

Part B describes the procedures surrounding small (informal) purchases, that is, purchases 
estimated to cost $200,000 or less. We detail the roles that Requestors and Buyers perform in 

conducting small purchases. We set forth the thresholds for obtaining quotes and the approval 
levels for JEA personnel, and set standards for how informal quotes should be documented. In 

addition, we state the thresholds for increas ing the amount of a PO and the procedures regarding 
cancellation of informal bids or awards. 

 

Part C is intended to describe the formal awards procedures, specifically those surrounding 
competitive solicitations, in the same order in which the solicitation s are typically conducted. We 

detail the procedures by which JEA conducts formal awards, noting and briefly describing non-
competitive awards, then proceeding to address the Formal Solicitation Process. We detail the 

creation and review of competitive solicitation documents, noting the situations in which each 

type may or must be used, requirements surrounding evaluation factors and other significant 
information that should be included in the documents.  

 
Next, we detail the procedures surrounding the evaluation of bids and proposals, including the 

creation of an Evaluation Team and a matrix by which to score proposals. We discuss the roles of 

JEA personnel relating to negotiating and suggest minimum negotiating steps. Finally, we discuss 
issues of contract renewals, extensions and amendments. 

 
In Part D, we outline the measures that should be taken to ensure the proper documentation and 

storage of information related to the contract, and the steps that should be taken to update JEAôs 
standard clauses. 

 

In Part E, we address a variety of procurement related topics such as sole source purchases, 
emergency purchases, and purchases of standard, proprietary or Original Equipment 

Manufacturer (OEM) goods. Part E also addresses the use of Task Authorizations, the Vendor 
Performance Program, and the use of collaborative or cooperative agreements. 

 

Part F addresses the basic functions that Procurement should perform in the oversight and 
management of JEA contracts and agreements that are not conducted through Procurement. 

 
In Part G, we set forth specific responsibilities for the Appointed Contracts Specialist, PCM, SRC 

and guidelines for using the services of OGC. The responsibilities set forth in this document are 
not intended to be exhaustive listings of the respectiv e parties duties, but only to address the 

individualsô minimum responsibilities as they relate to the formal awards process and the 

oversight and management of JEA contracts. 
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Part H contains additional references including an index to the Purchasing Code that can be used 

to tie passages of the Code to the related topics in this document. We have also included Quick 
Reference guides for use by Procurementôs customers. In addition, the appendix contains copies 

of several JEA Directives and various standard forms. 
 

2-701 JEA Procurement Operational Procedures 

2-202 Authority of the Chief Purchasing Officer 
 

 

2.0 HOW TO USE THIS DOCUMENT 
 

The document is organized by parts, sections, subsections and topics. The Table of Contents lists 
the four levels and the corresponding page numbers so that JEA personnel may quickly find 

information relating to a particular Procurement issue. Following each section (in gray text) 
readers will find a reference to the Code where related information may be found.  

 
The Index to th e Purchasing Code in the back of the document lists sections of the Code (in 

numerical order), and topics and page numbers where the information in the Code is further 

detailed within this document.  
 

The Topical Index lists topics discussed in this document with references to the Code where the 
same or related information is contained.  

 

 

2.1.1 Quick Reference Guides  
 
The Quick Reference Guides are intended to aid Procurementôs internal customers in 

understanding various Procurements processes. 

 
 

3.0 DEFINIT IONS  
 

3.1 Intent and Usage of Defined Terms  
 
Within this document, terms that are capitalized within the text shall have the specific meanings 

set forth either in the Code, or herein. When terms are defined in the Code and also herein, they 

shall have the meaning specifically attributed to them in this document, rather than that stated in 
the Code. Plural forms of words defined as singular shall have the same effect, and vice versa. 

When the terms defined in the Code and herein are not capitalized, they sha ll have the meanings 
commonly attributed to them and as appropriate for the context of their use.  

 
 

3.2 Defined Terms in the Code  
 
The following terms defined in the Code are incorporated into this document with the same 

meanings ascribed to them in the Appendix of the Code. The reader should refer to the Code for 
definitions of the following:  

 

 Awards Committee 

 Change Order 

 Chief Purchasing Officer 

 Code 
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 Consultantsô Competitive Negotiation Act 

 Contractor 

 Emergency 

 Ex Parte Communication 

 Firm 

 Office of the General Counsel 

 Operational Procedures 

 Organizational Element 

 Price Proposal 

 Request for Qualifications and Statement of Interest  

 Small Purchases 

 Solicitation Review Committee 

 Technical Proposal 

 

3.3 Terms Defined for the Operational Procedures  
 
The following terminology is used within this document to more concisely refer to people and 
processes: 

 

Appointed Contracts Specialist   ï The individual within JEA Procurement under the direction 
of the Procurement and Contracts Manager, who is charged with providing legal and business 

input regarding solicitations and contracts, and serving when needed as a liaison to OGC. 
Awards Committee  ï A standing committee authorized by the JEA Board of Directors to make 

Formal awards, among other duties, in accordance with the Code. 
Awards Coordinator  ï The individual within Procurement responsible for coordinating the 

procedures surrounding Formal Awards. 

Bid, bid  ï A document submitted by a vendor in response to an IFB. 
Bidder, bidder  ï A vendor who submits a response to an IFB. 

Bid Evaluator ï An individual designated to review Bids. 
Buyer ï The individual within JEA Procurement assigned by the PCM to perform procedures 

related to conducting Informal or Formal purchase, which may include creating Formal 

Solicitations, performing necessary changes to solicitation documents, and otherwise guiding 
Procurementôs internal customers through procedures for conducting a  purchase via the Informal 

Purchase process or the Formal Solicitation Process. 
CCNA ï The Consultantsô Competitive Negotiation Act. 

Contract, contract  ï An agreement between JEA and a Contractor signed by both parties. 

Contract Administrator  ï The individual designated by the Organizational Element to manage 
a Contractorôs performance of the Contract for JEA. 

Contract  Documentation File  ï The collection of documentation associated with a contract 
that is maintained by the Appointed Contracts Specialist. 

Contract Wizard  ï A third-party software application that contains JEAôs standard clauses and 
that is used by Procurement to produce solicitation and contract documents.  

CPO ï The Chief Procurement Officer, having the authority to establish and manage JEA 

purchasing policies and procedures, as defined in the Code. 
Evaluator Team  ï The individuals who are designated to review and score, if applicable, bids or 

proposals. 
Formal ï Procurement actions (whether awards, purchases, solicitations, etc.) that relate to 

purchases estimated to meet or exceed $200,000. 

Formal Solicitation  ï A document used to solicit bids or proposals as part of the Formal 
Solicitation Process. 

Formal Solicitation Process  ï A process under which JEA uses several established methods 
such as an IFB, RFP or design-build process to solicit responses from bidders or proposers. 
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Formal Solicitation Process does not include contracts awarded based solely on Requests for 

Quotes, Requests for Information, or other informal quotes.  
Informal ï Procurements actions (whether awards, solicitations, purchases, etc.) that relate to 

Small Purchases, as defined in the Code (i.e. those estimated to cost less than $200,000). 1 
Invitation for Bids  (IFB)  ï A type of solicitation document issued by JEA under the Formal 

Solicitation Process seeking price bids from qualified bidders. 

JEA Standard  ï A purchase of goods or services that have been selected as standard via the 
JEA standards program or through the actions of a standards committee. 

JSEB ï The City of Jacksonvilleôs program for Small and Emerging Businesses. 
Lead Evaluator  ï The individual identified by the Requestor to lead the compilation of 

Evaluatorsô scores, among other things. 
OGC ï Office of the General Counsel of the City of Jacksonville 

Original Equipment Manufacturer (OEM)  ï Goods or services that must be obtained from 

the original equipment manufacturer or a di stributor authorized by the original equipment 
manufacturer because of the criticality of the item or compatibility within the JEA system.  

Piggy -backing  ï Use of a contract for goods or services originally established by another public 
entity via a public solicitation process. 

Procurement  - The Organizational Element within JEA responsible for, among other things, 

overseeing the purchasing of goods and services. 
Procurement Representative  ï An individual appointed by the CPO to perform a set of 

purchasing functions. 
Project Manager  ï An individual appointed by the Organizational Element to oversee the work 

following execution of the contract.  
Proposal  ï A document submitted by a vendor in response to an RFP. 

Proposer  ï A vendor who submits a response to an RFP. 

Proprietary  ï Goods or services that must be a certain type, brand, make or manufacturer.  
Procurement and Contracts Manager (PCM)  ï An individual within JEA Procurement 

responsible for overseeing the Buyers, managing the content of solicitations and contracts, 
leading the negotiations process and for serving as otherwise authorized by the CPO. 

Purchasing Card Administrator  ï The individual responsible for administering JEAôs 

Procurement Card program. 
Requestor  ï The individual representing the requesting Organizational Element and who will be 

responsible for overseeing the solicitation process on behalf of the Organizational Element; an 
internal customer of Procurement. 

Request for Proposals  (RFP)  ï A type of competitive solicitation document issued by JEA 

under the Formal Solicitation Process seeking proposals that may or may not include price, from 
qualified proposers. 

Request for Quotes (RFQ)  ï An informal solicitation document released by JEA in order to 
obtain prices from vendors for purchases less than $200,000. 

Sole Source  ï A purchase for which JEA determines there is only one justifiable source for the 
required goods or services, or a purchase for goods or services that may only be efficiently 

provided by a firm that initially rendered the goods o r services to JEA. 

Solicitation, solicitation  ï Any request issued by JEA, whether written or verbal, seeking 
responses from vendors to provide goods or services; or the process by which responses are 

sought from vendors for the provision of goods or servi ces. 
SRC  ï The Solicitation Review Committee as defined in the Code. 

Task Authorization  ï A document issued by Procurement authorizing a specific scope of work 

as part of a larger scope of work.  
Vendor, vendor  ï Any Firm, as defined in Code. 

                                                
1 The Code uses the defined term Small Purchases for those purchases less than $200,000, however, 
because the term ñinformal purchaseò is commonly used by Procurement personnel and their customers, 
and understood to mean the same, the Operational Procedures will use the terms interchangeably. 
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Vendor  Perfor mance Program  ï The set of policies and procedures by which JEA assesses 

and manages the performance of Contractors. 
1-101 Purposes, Rules of Construction 

 

 

4.0 FILING OF DETERM INATIONS  
 

4.1 General Determinations  
 
Determinations regarding the Operational Procedures or other interpretations of the Code shall 

be maintained in a master file by the CPO. 
 

 

4.2 Specific Determinations  
 
Determinations associated with a particular solicitation, award or contract shall be maintained by 
Procurement in the associated solicitation, award or contract file.  

1-201 Application of this Code 
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5.0 OVERVIEW OF JEA PROCUREMENT PROCEDURES 
 

 
 



JEA Procurement Operational Procedures ï Part B: Small (Informal) Purchases Page 13 of 92 

PART B: SMALL PURCHA SES (INFORMAL PURCHA SES) 
 

 

1.0 OVERVIEW OF INFO RMAL PURCHASES 
 
1.1 Definition of informal Purchases  

 
Small Purchases, also known as informal purchases, are those purchases that are estimated not 

to exceed $200,000, and that, therefore, do not warrant the administrative costs associated with 
the Formal Solicitation Process. JEA does, however, encourage Buyers to seek as much 

competition as possible or practical for the circumstances surrounding informal purchases. To 

promote competition, yet limit administrative effort, JEA has established thresholds for 
conducting informal purchases, as summarized in the table below.  

 
Unlike the Formal Solicitations Process, the Buyer is permitted some discretion in determining the 

number and form of quotations or bids/proposals to obtain. However, the Buyer shall follow the 

minimum guidelines outlined in Table 1 when conducting informal  purchases. 
 

Table 1: Small Purchase Thresholds for Solicitation Actions  

Estimated Purchase Amount  Solicitation Actions Required  

Less than $5,000  Obtain a minimum of one (verbal or written) quote  

Over $5,000, but less than $50,000 Obtain a minimum of th ree written quotes  

Over $50,000, but less than 

$200,000  

Min. of 3 written quotes, but recommended 5 quotes. Post 

RFQ on JEA.com in Informal Bids section. 

 

1.2 Exceptions to Small Purchase Procedures  
 

There are a few exceptions to the Small Purchase procedures exist, as noted below: 

 

Table 2: Exceptions to the Small Purchasing Process  

Type and Amount of Purchase  Actions Required  

Electrical work estimated to exceed $50,000 Bids must be obtained via the Formal 

Solicitation Process2 

Planning or study work subject to CCNA 

regulations estimated to exceed $25,000 

Must follow the Formal Solicitation Process for 

CCNA type purchases3 

Sole source or limited competition purchases 

less than $200,000, which may include: 

Emergency 

Proprietary 

Original Equipment Manufacturer (OEM) 

JEA Standard The Code uses the term Small 

Buyer ensures proper documentation and 

approval of sole source purchases. Buyer 

ensures that Requestor submits required 

certification for emergency purchase, or 

standard, proprietary or OEM purchase. Buyer 

obtains at least one quote fro m the qualified 

                                                
2 FS. 255.20(1) requires such work to be conducted via a competitive sealed bid process. 
3 FS 287.55(4c) requires such work to be conducted in accordance with the procedures outlined for CCNA 
type purchases. 
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Purchases for those purchases less than $200,000, 

however, because the term Informal Purchase is 

commonly used by Procurement personnel and their 

customers, the Operational Procedures will use the 

terms interchangeably. 

bidder(s), but may obtain quotes from other 

bidders if doing so is deemed advantageous to 

JEA. 
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1.3 Diagram of Small (Informal) Purchasing Processes  
 

 
 

 


