
                                               After the Fact Form 

  Revised 06/17/2021 

Instructions 
 

As per section 21 of the Procurement Manual, all purchases shall be consistent and in compliance with the Procurement 
Ordinance (2017-08). Should work be authorized or purchases made that is inconsistent with County policy, procedure, or 
contract terms, an After-the-Fact Procurement Form is required. This includes purchases made in advance of a Purchase Order, 
when a Purchase Order is required to authorize such activity, and purchases made under an expired contract, or for goods and 
services not covered by the current contract or purchase order. All such “After the Fact Procurements” will be reported to the 
County Manager. 
 
 

Requester Name:  Division:  

Division Director:  Vendor Name:  

Amount: Contract #: Purchase Order: 
 

Why is this deemed a non-compliant purchase? Choose one. 

Contract Ordinance Manual P-Card Other 
 

Details of Purchase: Explain the circumstances behind this purchase. 
 
 
 
 
 

Action Required: What are you asking to be done to remedy the situation, include list of invoices if applicable? 
 
 
 
 
 
 
 
 
 
Corrective/Preventive Action: What action is being taken to prevent this violation from re-occurring? 
 
 
 
 
 
 
 
 

 
The requestor affirms that to the best of their knowledge the information provided in this document is true. 

 

Requested by:  Signature:  Date:  

Division Director:  Signature:  Date:  

 


	Requester Name: Andrew Miller
	Division: Capital Project Planning, Impact Fees, & Program Management
	Division Director: Beth Johnssen
	Vendor Name: Vulcan, Inc. 
	Amount: 10,355.50
	Contract: 19-7554
	Purchase Order: N/A
	Details of Purchase Explain the circumstances behind this purchase: The request for quote of replacement R-Monument Markers (original markers were damaged/lost during Hurricane Ian) was received on February 5, 2023, as Contract No. 19-7554 was set to expire on February 28, 2023 (Vendor declined to renew). The total amount of the purchase was $10,355.50 for 149 Markers with custom size 0.080x18x24 Rectangle. The intention of payment for this purchase was to utilize a P-Card by receiving a one-time increase. The request for increase was made after the product was already received on April 26, 2023. After contacting Procurement for the P-Card Limit increase, we were told that the request should have been made immediately after the quote was received, prior to accepting the shipment. This violated the p-card manual requirements.

Additionally, staff did not confirm the quote against the contract 19-7554 bid tab and upon receipt of the invoice it was noted that the specific size of the markers was not part of the contract 19-7554 bid tab. Per Procurement Ordinance  2017-08, as amended Section 10 Informal Competition (Purchases Exceeding $3,000 but Not Greater Than $50,000) for purchases over $3,000 but not greater than $50,000 staff is required to obtain three quotes, which did not occur. 

The after-the-fact is requested because staff inadvertently authorized purchase of items which did not follow the contract, the Procurement Ordinance, or the P-card Manual. However, the markers have been received and the delivery has been accepted as satisfactory; therefore, the amount of $10,355.50 is due to the vendor. 
	Action Required What are you asking to be done to remedy the situation include list of invoices if applicable: Coastal Zone Management (CZM) staff respectfully requests the Board of County Commissioners to approve/ratify the payment of Invoice No. R30976 in the amount of $10,355.50 for replacement R-Monument Signage received on April 26, 2023 that has already been accepted. Upon Board approval, a purchase order will be requested to process payment to Vulcan, Inc. for this purchase.
	CorrectivePreventive Action What action is being taken to prevent this violation from reoccurring: CZM staff has been guided by Procurement of the proper procedure when intending to utilize P-Card for an item(s) that require one-time increases. Request for increase needs to follow immediately after receiving quote rather than after items have been received. 

Staff will confirm the quotes against the contract, if applicable to ensure that the pricing complies with contract and Procurement Ordinance. 

Additionally, staff responsible for obtaining quotes and the P-card holder will be assigned Collier University training for Procurement 101, Quoting 101, and the Purchasing Cardholder refresher training. 
	Requested by: Andrew Miller
	Date: 
	Division Director_2: Beth Johnssen
	Date_2: 
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