
PROCUREMENT INFORMATION

Section 2.2M of the NBD Guidelines states that contract recipients must file a statement outlining the procedures used to advertise for and select the person(s) or firm(s) hired to perform work under the contract.  This must be done every year, even if you intend to hire the same workers as last year.  The reason this must be done lies in the NBD requirement that all paid positions must be advertised to allow communities to make a hiring decision based on your needs without appearing to “play favorites.”

In the case of specialty contracts, you must negotiate a written contract that clearly states the duties or tasks that are to be accomplished in return for a specific amount of compensation.  Additionally, the contract should state when payments will be made and require a written work report in exchange for payment.  A sample contract is enclosed for your information.

**** SAMPLE ****

CONTRACT

The XYZ Business District seeks to contract with ___________________ to serve as the project coordinator for the Fun in the Sun Fundraiser.  The specific duties of the position are as follows:

1. To coordinate and secure all required permits and arrangements

from the City for street closure and security for the event.

2. Recruit sufficient volunteers to staff the event and conduct clean-up.

3. To recruit organizations for booths and/or entertainment.

4. To acquire all needed equipment for booths, safety, and sanitation

procedures.

5. To promote the fundraiser via print and electronic media publicity.

6. To serve as the official spokesperson for the event.

7.
To maintain adequate financial and program records to be 


submitted to the business district no later than thirty (30) days after


the conclusion of the event.

The Business District shall pay the project coordinator a total of $2,500 

(twenty-five hundred dollars) for the above-stated activities, to be paid

in monthly increments of $500, beginning April 1, 2008.  The term of the

contract is March 1, 2008 through June 30, 2008.  No payment will be 

made unless a monthly work report is submitted by the Coordinator, along

with a written request for monthly payment.

The Business District reserves the right to terminate this contract if the above-stated performance standards are not met.  If the Contractor, for whatever

reason, wishes to terminate the contract, s/he must provide, in writing,

seven (7) days advance notice to that effect.

_____________________________

___________________________

XYZ Business District


Contractor

_____________________________

___________________________

Date





Date

**** SAMPLE ****

March 30, 2008

Mr. Gerald Fortson

Senior Development Officer

City of Cincinnati – Department of Community Development

805 Central Avenue, Suite 700

Cincinnati, OH  45202-1947

Dear Mr. Fortson:

Our newsletter editor is:





Ms. Sharon Danford





1965 Bailey Boulevard





Apartment #5





Cincinnati, OH  45222

Vacancy announcements were published in the Price Hill and East Price Hill newsletters.  Notices were sent to East Westwood and Lower Price Hill Business Districts.  Based on these notifications, applications received, and Ms. Danford’s prior performance, it was determined that our needs would best be served by retaining her as newsletter editor.

Our landscaping contract has been awarded to:





S & H Landscaping





6400 Magnolia Street





Cincinnati, OH  45238

Bids for design and landscaping were solicited from three contractors.  S & H

was selected based on having the lowest bid.

We are currently in the process of recruiting adult supervisors and youth for the clean-up project.  Notices have been published, and announcements were made on radio station WIZF.

Our first voucher for the 2007-2008 contract period is also enclosed.

Sincerely,

NBD Manager

