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12:  EMERGENCY PURCHASES 

12.0 Emergency Purchase Policy 

12.0.1 While purchasing procedures involving competitive bidding are desirable for most 
purchases, when an emergency arises, it is necessary to short-cut the normal 
procedures.  For this reason, the County has adopted an emergency purchase 
procedure. 

12.1 Definition of an Emergency 

12.1.1 For purchasing purposes, an emergency is defined as:  an unforeseen situation in 
which there is a breakdown of County service and an urgent need exists to restore 
such service, in order to avoid serious and adverse consequences affecting the life, 
health, welfare, or property of the citizens of Lee County. 

12.2 Emergency Purchase Follow-up 

12.2.1 When an emergency purchase has been made, within three (3) working days 
afterward, the department will follow-up the purchase with the preparation and 
submission of an RPO. 

12.2.2 The department will prepare and submit an RPO.  The fact that the purchase was an 
emergency purchase should be “highlighted” at the top of the description area on 
the form and justification must be completed in the description area. 

12.2.3 Established authorization levels will apply to Emergency purchases. 

12.3 Emergency Purchase Authorization 

12.3.1 Emergency purchases are authorized when there is an emergency, and there is an 
immediate need for items or services to deal with the emergency. 

12.3.2 If the emergency occurs during normal working hours, the department must attempt 
to obtain appropriate authorization for the purchase through telephone or verbal 
communications, then notifying Purchasing if “PO to be issued by” is “P” and 
submitting an RPO.  If “PO to be issued by” is “D”, once approval is received, the 
requisitioner may issue the purchase order using the UPO procedure. 

12.3.3 In an emergency situation, the County Manager or designee may authorize an 
emergency purchase of Board level authorization and waive any bid requirement. 

12.3.4 If the emergency occurs at night, on weekends, or on holidays, the department 
director/division director or designee may initiate independent action. 

12.4 Emergency Purchase Under Board Level Authorization 

12.4.1 For emergency purchases under Board level authorization, the division director or 
designee must obtain the authorization of the appropriate department director or 
designee. 

12.4.2 The division director or designee will notify the department director or designee of 
the emergency and request authorization to make the emergency purchase. 
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12.4.3 With authorization from the department director or designee, the division director, or 
designee, may make the necessary purchases of the needed items or services. 

12.4.4 If a purchase over level three authorization is authorized, the department director or 
designee will recommend to the County Manager or designee for “after the fact” 
approval of the purchase within three working days. 

12.5 Emergency Purchases of Board Level Authorization 

12.5.1 For emergency purchases of Board level authorization, the department must obtain 
the authorization of the County Manager or designee. 

12.5.2 The division director (or designee) will notify the appropriate department director or 
designee who will notify the County Manager or designee of the emergency and 
request verbal authorization to make the emergency purchase. 

12.5.3 With authorization from the County manager or designee, the department director or 
designee or division director or designee may make the necessary purchases of the 
needed items or services. 

12.5.4 If the purchase is authorized, the County Manager or designee will recommend to 
the Board their “after the fact” approval of the purchase at their next regularly 
scheduled meeting. 
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SECTION 13:  DISASTER PURCHASE ORDER PROCEDURES 

13.0 Purpose 

13.0.1 To provide guidelines for emergency purchasing operations and record keeping 
procedures in the event a natural disaster (such as a hurricane) or a man-made 
disaster strikes Lee County.  Following these guidelines will help ensure that 
purchasing operations continue in the face of such a disaster and emergency 
supplies and services are procured as quickly as possible. 

13.0.2 The Division of Purchasing Services distributes pre-numbered Disaster Purchase 
Orders (hereinafter referred to as DPOs) to the County departments and divisions to 
be issued in the event of a STATE OF LOCAL EMERGENCY, which would be declared 
by the Board of Lee County Commissioners and/or their designee.  This declaration 
is in accordance with Lee County Ordinance No. 87-1. 

13.0.3 Lee County Ordinance No. 87-1 defines Emergency as any significant occurrence, 
whether accidental, natural, caused by man, in war or peace, which results or may 
result in substantial injury or harm to the population or substantial damage to the 
loss of property. 

13.0.4 Any emergency purchases other than those under a declared “STATE OF LOCAL 
EMERGENCY” by the Board of County Commissioners shall be processed in 
accordance with the Emergency Purchase Section of the Purchasing Manual. 

13.0.5 The pre-numbered DPOs are to be issued to the vendors at the time of purchase to 
serve as an official document authorizing the vendors to sell their goods or services 
to Lee County Government and to give Lee County’s requesting department, Lee 
County Division of Purchasing Services and the Clerk of Courts Finance Division 
proper documentation and backup for the procurement of goods and/or services. 

13.1 Background 

13.1.1 In the aftermath of a disaster, the County may lose electrical power and telephone 
communications for an indeterminate period of time.  The department/divisions will 
not have use of the mainframe or normal office equipment, and may be unable to 
contact vendors.  If the area is damaged severely, local vendors will be stricken as 
well and cannot be expected to provide emergency supplies and services 
immediately following the disaster. 

13.2 Policy 

13.2.1 In the event of a disaster, records and reports are required to support requests for 
reimbursement of Lee County public funds expected as a direct result of the disaster.  
It is therefore imperative that the practices outlined in this procedure be 
implemented to ensure accurate record keeping in the aftermath of a disaster. 

13.3 Procedures 

13.3.1 Overview of Emergency Operations Center Operations 
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13.3.1.1 The Emergency Management Division will be coordinating all emergency operations 
out of the Emergency Operations Center (hereinafter referred to as EOC).  As soon 
as the initial occurrence passes, the focus will be to document the extent of the 
damage, provide an estimate of what is needed to repair the damage, and 
coordinate repair efforts. 

13.3.1.2 Following the declaration of an emergency or disaster area, Federal Disaster 
Assistance may be made available to Lee County.  The Federal Emergency 
Management Agency (FEMA) is the Federal Agency charged with the responsibility of 
administering all Federal disaster assistance to State and local governments. 

13.3.1.3 To prepare for a disaster situation, Chapter 252, Florida Statutes states that under 
the County’s “Declaration of Local Emergency,” political subdivisions are given the 
authority to waive certain procedures and formalities otherwise required of them.  
During the declared emergency period, many normal procedures and requirements 
may be suspended in accordance with this provision. 

13.3.1.4 To coordinate emergency repair efforts, formalized documentation procedure are 
outlined in Chapters 9 and 10 of The Lee county Post Disaster Strategic Plan. 

13.3.2 Procedures for Disbursement of Disaster Purchase Orders 

13.3.2.1 The DPO differs in format from the regular purchase order format being used for 
day-to-day purchases.  The 4-part form is designated as follows: 

♦ White—Copy 
♦ Yellow—Purchasing Copy 
♦ Pink—Finance Copy 
♦ Goldenrod—Department Copy 

13.3.2.2 The Division of Purchasing Services will issue the number of DPOs requested by the 
user department to the department/division director or designee. 

13.3.2.3 A log will be kept by the Division of Purchasing Services showing the quantity of pre-
numbered DPOs issued to each department/division director or designee and the 
numbers of the DPOs issued. 

13.3.2.4 The department/division director or their designee must sign for the DPOs.  It is 
highly recommended that control of these DPOs be assigned to a designated 
employee in the department. 

13.3.2.5 The department/division director should issue DPOs to their designated employees 
out in the field at the various locations under their authority and supervision.  Each 
DPO must be accounted for at all times by the department/ division director that has 
signed for and received them.  These DPOs will be valid for ongoing fiscal years 
unless the procedure or the format is changed. 

13.3.3 Federal Disaster Relief Assistance Overview 

13.3.3.1 General 
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Following the declaration of a STATE OF LOCAL EMERGENCY by the Board of County 
Commissioners, depending on the severity of the emergency, an area may be 
declared an emergency or disaster area by the President.  In this instance, Federal 
Disaster Assistance may be made available to Lee County and the municipalities.  
There are two main types of Federal Disaster Assistance:  Emergency Work and 
Permanent Work.  Both types are divided into the following specific categories: 

♦ Category “A”—Debris Clearance 
♦ Category “B”—Emergency Protective Measures 
♦ Category “C”—Road Systems 
♦ Category “D”—Water Control Facilities 
♦ Category “E”—Public Buildings and Related Equipment 
♦ Category “F”—Public Utilities 
♦ Category “G”—Other. 

13.3.3.2 Federal disaster relief assistance will be no less than 75% of eligible costs, the 
balance to be determined at the time of the Federal/State Agreement.  Funding 
received under Federal Public Assistance programs requires the local government to 
be a subgrantee and sign an agreement with the Florida Department of Community 
Affairs, which serves as the grantee.  All funds received under this agreement must 
comply with all applicable state and federal rules and regulations, including Part 13 
and Part 14, 44 CFR. 

13.3.3.3 Emergency Work 

“Emergency Work” means that work which must be done immediately to avert the 
immediately threat to life, improved public property, public health and safety, or to 
avert or lessen the threat of a major disaster.  Emergency work is further defined as 
activities necessary for the temporary restoration of essential public facilities and 
services to include: 

♦ Emergency Protective Measures 
Emergency protective measures that are performed to eliminate or lessen the 
threat of damage that could be caused to County properties.  Emergency 
measures carried out by a county agency that relate to responsibilities assigned 
to that agency in the Lee County Comprehensive Emergency Management Plan 
are eligible for reimbursement if they provide a service or services not normally 
provided by the agency.  Records must be accurately maintained to include both 
personnel and operational cost of actions directly taken to protect public property 
that would have otherwise been eligible for repairs and reconstruction grants had 
the action not been taken. 

♦ Emergency Repairs 
Emergency repairs may be made to essential utilities and other essential facilities 
as necessary to provide for their continued operation.  This includes but is not 
limited to:  emergency bridge work or road detours, tie-ins to neighboring 
utilities, and emergency building repairs or rental of alternate space for 
restoration of essential community services. 
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♦ Emergency Communications 
Emergency communications made available for Federal and State agencies which 
are intended to supplement but not replace normal communications that remain 
operable.  Emergency communications will be discontinued immediately when 
the emergency needs of the County have been met. 

♦ Emergency Public Transportation 
Emergency public transportation to meet emergency needs and to provide 
transportation to public places and such other places as necessary for the 
community to resume its normal pattern of life as soon as possible is eligible.  
Such transportation is intended to supplement but not replace pre-disaster 
transportation facilities that remain operable after a major disaster.  FEMA 
funding for such transportation will be discontinued as soon as the needs have 
been met. 

♦ Eligible Expenses 
Under Emergency for Force Account Labor, the only eligible expense is overtime 
wages.  Use of equipment and materials expenses are also eligible expenses. 

13.3.3.4 Permanent Work 

Repair, Restoration, and Replacement of Damaged Facilities 

♦ A facility is considered repairable when disaster damages do not exceed 50% of 
the cost of returning it to its pre-disaster condition (including any adjustments 
needed to comply with State and local regulatory standards for new construction, 
and it is feasible to repair it so that it can be used in the same manner as it was 
immediately prior to the disaster. 

♦ A facility will be replaced if it is damaged greater than 50% of its replacement 
value.  However, the 50% threshold may be modified for replacing a facility 
having, potentially, historically significant value. 

♦ A replacement project can be improved with space and size additions at the local 
applicant’s expense.  Also, if a facility in use prior to the disaster is damaged 
greater than 50% of its replacement value and the facility is no longer needed, 
then funds to replace the facility can be put into an alternate project (less 10% 
of what would have been received if the previous facility had been rebuilt). 

♦ Necessary insurance must be obtained and retained to cover the replacement 
cost of any tangible public property valued over $5,000. 

♦ Cost effective hazard mitigation measures for projects in Permanent Work 
Categories (Categories C—G) can be funded with Public Assistance funds.  For 
example, if replacing sandbags with wing walls can prevent a bridge from 
washing out, then the wing wall addition could be funded because it is a 
measure which lessens or eliminates the threat of repetitive damage. 

♦ All labor, overtime and fringe benefit costs are eligible expenses for Permanent 
Work.  So, too, are use of equipment and material expenses. 

♦ Lee County and the municipalities are eligible for federal contribution for the 
repair, restoration, reconstruction or replacement of a public facility which is 
damaged or destroyed by a major disaster, and for associated expenses incurred 
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by each local government which experienced the loss.  An exception to this 
provision is property damaged as a result of flooding.  In the event of flood 
damage, insurable property is eligible for grant funds only in the amount which 
exceeds the amount which the property could have been insured for under the 
National Flood Insurance Program’s policies and regulations.  Flood damage is 
considered damage caused by the pooling of surface water which inundates the 
interior of a structure as opposed to water damage caused by loss of roof or 
structural integrity and is not standing water.  Insurance requirements do not 
apply to properties located outside of the base flood plain. 

13.3.4 Procedure for Use of Disaster Purchase Orders 

13.3.4.1 In the event the DPOs must be used, the following procedures should be followed: 

13.3.4.2 The department/division director’s designated employee, having proper authorization 
would either procure the goods and/or services by telephone or in person.  In the 
event of a major disaster telephone service would probably be out of service 
throughout the County.  Authorization may be given to a County employee by the 
department division director’s designated employee, to pick up the materials. 

♦ The employee designated to pick up the materials should make sure all required 
information has been completed on the DPO. 

♦ Upon pick-up or delivery the white (top) copy of the DPO will be given to the 
vendor’s representative.  The employee shall immediately return the completed 
DPO form to the department/division director’s designated employee. 

13.3.4.3 The department/division director’s designated employee shall verify that all required 
information has been completed, sign the form and immediately forward it to his/her 
department/division’s administrative office. 

13.3.4.4 Upon receipt of the completed DPO, the department/division director or designee 
shall review the completed DPO and, if properly completed, forward the appropriate 
copies to the Purchasing and Finance Divisions. 

13.3.4.5 Purchasing’s yellow copy of the completed DPO will be filed to serve as 
documentation and backup. 

13.3.4.6 The Finance Division will receive the pink copy of the DPO for their records. 

13.3.4.7 At the time Finance receives the pink copy of the DPO and the vendor’s invoice, they 
will review all documents; and if all is in order and approved, payment will be 
processed to the vendor. 

13.3.4.8 At some point in time an RPO must be entered into the purchasing system and 
processed into a purchase order by the division/department staff following 
procedures outlined in other sections of this manual.  The DPO number should be 
referenced in the descriptive area of the PO when the PO is issued.  Issuance of the 
PO must be done in order for the financial and budgetary databases to be up and 
running.  Payments will be processed to the vendor through use of the DPO and 
payments will be transferred by the Finance Division to the purchase order issued for 
that transaction. 
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13.3.4.9 Any Emergency Purchases other than those declared to be a “STATE OF LOCAL 
EMERGENCY” by the Board of County Commissioners shall be processed in 
accordance with the Emergency Purchase Section of the Purchasing Manual. 

13.3.5 FEMA Guidelines to Follow in Procurement and Contracts 

13.3.5.1 All records and reports required to support requests for reimbursement of Lee 
County funds expended as a direct result of a disaster must be original for audit 
purposes.  Keep all original documentation. 

13.3.5.2 The Damage Survey Report (DSR) is the basic document to this record keeping 
system whereby federal, state and local inspectors identify the extent of the damage 
and give an estimate of the work needed to rectify the damage. 

♦ Separate Damage Survey Reports will be prepared for each category (A through 
G) for each project. 

♦ A separate file will be established by the Project’s Agency for each Damage 
Survey Report, and all invoices, work records and other documents which relate 
to that report should be filed with the report. 

♦ The Division of Budget Services will serve as a clearinghouse agency to disburse 
funds received from the Federal government to agencies filing Damage Survey 
Reports. 

13.3.5.3 The Emergency Activity Report (EAR) will be used in the field to keep a current 
record of all disaster-related funds expended during the pre-disaster and post-
disaster period.  The Emergency Activity Report is intended as an accounting and 
supporting document to protect Lee County’s eligibility for Federal Assistance. 

♦ A supply of these forms will be provided by Emergency Management on a 
continuing basis to every department or division capable of performing any type 
of disaster recovery work. 

♦ This form will be completed at the end of each work shift, following the 
instructions provided on the back of the form, by the foreman whose personnel 
and/or equipment are involved in any type of disaster-related work. 

♦ Separate Emergency Activity Reports are required for work done on each project 
identified by a Damage Survey Report, and this DSR # is noted n the Emergency 
Activity Report. 

13.3.5.4 FEMA will not reimburse for blanket agreements.  Each purchase order or contract 
for emergency supplies or services must be site-specific. 

13.3.5.5 Following and/or during a declared “STATE OF LOCAL EMERGENCY,” in the interest 
of expediency, Chapter 252, Florida Statutes provides the authority to waive 
procedures and formalities otherwise required of political subdivisions, to allow 
whatever action is necessary to ensure the health, safety and welfare of the 
community.  Therefore, purchases may be exempt from bid/quote requirements. 

13.3.5.6 Renting and leasing equipment and materials shall be given precedence over 
outright procurement, unless it is cheaper to buy the equipment than to rent or 
lease it (i.e., purchasing chains saws vs. renting them on a daily basis; purchasing 
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using a lease to purchase option).  FEMA strongly prefers requests for 
reimbursement on rented items. 

13.3.5.7 Oral contracts can severely jeopardize the County’s ability to receive reimbursement 
from FEMA.  Specify in writing quantities, prices, and specific items being purchased. 

13.3.5.8 Be careful about out-of-state vendors submitting bogus bid bonds or worthless 
payment and performance bonds.  To protect the County, bonds must be issued by 
or countersigned by an agent authorized to do business in Florida.  Be sure that the 
performance bond covers all costs associated with the project.  Do not allow an 
irrevocable line of credit to be substituted for a performance bond. 

13.3.5.9 Vendors who have been debarred, suspended or considered ineligible by FEMA and 
by the State of Florida will not be engaged in disaster recovery work. 

13.3.5.10 Contracts for removal of debris or wreckage should be based on fixed price, unit 
price (i.e., cubic yard) or lump sum.  Avoid time and materials contracts. 

13.3.5.11 Contracting for construction work should be based, whenever possible, on 
competitive bids. 

13.3.5.12 To the extent feasible and practicable, contractors residing or doing business 
primarily within Lee County must be engaged in disaster recovery work.  FEMA 
wants to encourage contractors to support the local economy.  All contracts entered 
into that will involve FEMA claims must state that the contractors will use materials 
and supplies and hire laborers to the extent possible within the disaster area. 

13.3.5.13 Avoid executing contingency contracts or “cost plus” contracts.  They may be illegal 
under current FEMA guidelines. 
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