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I.    Purpose
To provide for guidelines in determining what Piggyback Contracts need case 



files and the contents of such files.

II.   Scope
These guidelines apply to all Piggyback Contracts such as other cities, counties 



and authorities, as well as GSA Contract  pricing, Navy and other such 



governmental contracts, but excludes State of Florida contracts.

III.  Responsibility 

The Purchasing Agent shall determine with concurrence from the Purchasing Manager or 

his designee, on a case by case basis which of these Piggyback procurements shall be 

documented in a case file with a PD# assigned.

The case files shall include a copy of the Piggyback Contract and all available pertinent data; memoranda, P.O. activity, and any other relevant information.

The Purchase Orders resulting from such transactions shall cite the Piggyback Contract source and number; the PD number; and cite the exemption sections from the Code of Ordinances.  
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