
RESOLUTION NO. 2010-38 
 

A RESOLUTION OF THE TOWN OF BELLEAIR, FLORIDA; ADOPTING A 
PURCHASE POLICY AND PROCEDURES; AND PROVIDING FOR AN 

EFFECTIVE DATE. 
 

WHEREAS, the Town Commission is desirous of adopting a purchase policy and 
procedures in order to control expenditures of municipal funds; and 
 

WHEREAS, all personnel are expected to exercise good judgment to insure the town 
receives the best price possible; and 
 

WHEREAS, except as otherwise provided in state law, town charter or town code, 
purchases of commodities or services of a value of $20,000 or less, may be made in the open 
market , with no simultaneous competitive negotiations, pursuant to the adopted policy and 
procedures and with approval of the town manager. 
 

NOW, THEREFORE, BE IT RESOLVED BY THE TOWN COMMISSION OF 
THE TOWN OF BELLEAIR, FLORIDA that: 
 

1. $999.99 or less. For all purchases of $999.99 or less the check request process will be 
used. In most cases informal quotations (phone) should be obtained to insure the town is 
obtaining the best price. A department head can authorize the spending of less than 
$1000. In order to pay the invoice each department must submit a check request form to 
the finance department. The applicable supervisors and department head signatures must 
already be on the form. No check request shall be processed until a final signature of 
either the town manager or finance director has been obtained.  
 
2. Minimum number of quotations. For open market purchases of $1000 or less, 
quotations should be obtained when practical. Open market purchases in excess of $1000 
shall be based on at least three quotations and shall be awarded to the vendor making the 
lowest responsible quote. Sole source provider and emergency purchases should be noted 
on the purchase order request. In all cases personnel are expected to exercise good 
judgment to insure that the town receives the best possible price. 
 
3. Purchase for more than $10,000 but less than $20,000. The Town of Belleair charter 
(section 2.07.e) requires that all contracts over $10,000 shall be awarded to the lowest 
bidder. The commission may waive any informality in any bid, may reject any or all bids, 
and may award the bid to other than the low bidder, if in the commission’s judgment it is 
in the best interest of the town.  
 
4. Purchase for more than $20,000. Any purchase for more than $20,000 must comply 
with the formal bidding process and be approved by the town commission. 
 
5. Notice inviting quotations.  Quotations shall be solicited either by written request, 
which may include facsimile transmission, electronic mail or by telephone. 



 
6.  Rejection of quotations. The town manager as purchasing agent may: 

 
  a. Reject all quotations; or 

 
  b. Reject all quotations and re-obtain quotations pursuant to the procedures 

prescribed in this document.       
 
7. Award of contracts. Except as otherwise provided in this division, each contract  shall 
be awarded to the lowest responsible vendor. 
 
8. Purchase orders or contracts to be used. Purchases less than $1000 do not require a 
purchase order. All purchases of commodities and services for more than $1000 shall be 
made only by purchase orders and require quotations. No purchase order shall be issued 
unless the prior approval executed by the town manager or finance director has been 
obtained. The town manager or finance director shall sign the purchase order authorizing 
the expenditure of funds. 
 
9. Submittal of requests to purchase commodities or services. Departments shall 
submit requests to purchase commodities or services to the finance department on 
purchase requisitions or by other means as may be prescribed by the finance department. 
The department director’s signature or the signature of the department director’s 
designated representative on the requisition indicates that the purchase has been 
coordinated and approved within that department or other departments as necessary. The 
department director’s signature also indicates that quantities, item descriptions and 
specifications describe the minimum needs of that department and that the department is 
authorized to acquire the commodities or services. All purchases more than $5000 require 
prior approval of either the town manager or his/her designee. 

 
10. Effective date. This Resolution shall take effect immediately and shall continue in 
effect until amended, extended or repealed. 

 
PASSED AND ADOPTED BY THE TOWN COMMISSION OF THE 

TOWN OF BELLEAIR, FLORIDA  
 
ATTEST: 

     
       Mayor 
 
                                                             
Town Clerk 
 


