
FORMAL BID PROCESS 
(PURCHASES OF $4,500 AND OVER) 

 

User Department submits 
specifications, request for 
advertisement, and account 
header forms to Purchasing 

Purchasing prepares 
bid solicitation

Purchasing places advertisements 
in newspapers, website and local 
cable channel 

Bidder’s list is established 
from registered vendors 
with the City of Miami 

Bid packages are mailed to 
vendors, available for pick-up 
by vendors, and downloadable 
from our website 

Sealed Bids are 
submitted by Bidders by 
specified date and time 
to City Clerk’s Office 

Sealed Bid are 
opened by City 
Clerk’s Office 

City Clerk’s Office verifies the name of 
bidder, bid bond (if required) and required 
copies of bid package on Bid Security List

Bid Security 
List forwarded 
to Purchasing 

Senior Buyer evaluates bid 
for submission requirements 
and creates a bid tabulation 
sheet on Excel Spreadsheet 
for analysis 

Copies of Bid Security List, 
Excel Bid Tabulation/ Analysis 
Sheet, Bidder’s Bid Price Sheet 
and Bid Award Recommendation 
Form forwarded to User 
Department to review for 
compliance of bid specifications 

User Department reviews back-up 
supporting documents and fills out 
the Bid Award Recommendation 
justifying the need for goods or 
services, account codes, and required 
signature approvals from Department 
Director, Budget Director and 
Purchasing Director 

Completed Bid Award 
Recommendation Form 
with back-up documents 
submitted by User 
Department to Purchasing 

Purchasing prepares 
legislation for 
submission to Agenda 
Office 

Item is placed 
on Agenda 

City 
Commission 
awards bid 

If Bid is over 
$10,000 

Yes, need 
Oversight Board  
Approval 

No, does not 
need Oversight 
Board Approval 

Resolution is sent 
to Purchasing 

Purchasing sends out 
Contract Award Sheet  
and Award Notices 


