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Procurement & Contracting Sub-Committee Meetings Summary

Meeting #1
● Date: March 23, 2021
● Agenda
● Meeting Minutes

Meeting #2
● Date: April 12, 2021
● Agenda
● Agenda Packet
● Meeting Minutes
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● Date: July 12, 2021
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● Meeting Minutes

Meeting #4
● Date: August 16, 2021
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● Meeting Minutes
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● Meeting Minutes
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● Date: November 8, 2021
● Agenda
● Meeting Minutes
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Procurement Customer Service
Survey

The City of Brookhaven Procurement & Contracting Department's primary goal is to deliver the
goods and services required to support the citizens and City of Brookhaven. Customer service is a
priority when delivering these services to the community. We are interested in receiving feedback
concerning your recent contact with our office. In order to continuously evaluate the delivery of
service and to aid in improving our processes, please take a few minutes to complete this customer
service survey. The survey is anonymous, unless you agree to be contacted.

Please base your responses on experiences with our department.

As an expression of our appreciation for your feedback, we are giving away a 8GB Flip Camcorder
to one lucky participant. You will be directed to a separate site, where you may enter the drawing
after you have completed the survey.

Question Title

1. Is your business located in the City of Brookhaven?     YES NO

2. How many people are employed in your business 0-5, 6-50, 50-150, >150

3. Is your business minority or woman owned?  YES NO

4. Has your business interacted with the Procurement Department over the past year?  YES
NO

If NO, go to question #8

5. Please rate your overall level of satisfaction with the City of Brookhaven’s Procurement and
Contracting Department:

 Outstanding Above
Satisfactory Satisfactory Somewhat

Satisfactory Poor Unable to
Rate
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Poor
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employees
Unable to
Rate
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Knowledge
level
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d by
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Knowledge
level
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Knowledge
level
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d by
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Satisfactory

Knowledge
level
demonstrate
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Somewhat
Satisfactory

Knowledge
level
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Poor
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Unable to
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Above
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Somewhat
Satisfactory

Accuracy of
information
provided by
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Poor

Accuracy of
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provided by
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Unable to
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Speed of the
Procurement
process

Speed of
the
Procurement
process
Outstanding
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the
Procurement
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Procurement
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Procurement
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Procurement
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Ease of the
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overall
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Satisfactory

Procurement
services
overall Poor

Procurement
services
overall
Unable to
Rate

Question Title
* 6. Did you win the contract for goods or services for which your business made a
proposal?   YES NO

Question Title
* 7. Did you understand the final outcome of the procurement decision? YES   NO
Please share any comments that may help the department improve its process.

GO TO QUESTION #12



IF ANSWERED NO FROM #4

Question Title
* 8.  Are you aware of the City of Brookhaven’s Procurement process?   YES NO
IF NO, Go to Question #12

9. Were the requests for goods or services explained in clear language?   YES NO   N/A
If no, please explain why:

10. Were the requirements to provide goods or services to burdensome?  YES NO  N/A
If  YES, please explain why:

11. Was the website too difficult to use?   YES NO  N/A
If YES, please explain why:

Question Title
* 12. How do you currently receive information about Procurement and Contracting?
Email Contracting Website
Word of mouth
Call Procurement and Contracting
I do not currently receive information
Other (please specify)

Question Title
* 13. What are the most effective ways for Procurement and Contracting to communicate
with you? (Please select all that apply)
Email messages
Procurement and Contracting Website
Other (please specify)

Question Title
* 14. Please share any comments or suggestions that would enhance our customer service.

Question Title
* 15. Please complete this section ONLY if you are willing to be contacted about your
response(s).
Name:



Email Address:
Done



City of Brookhaven Procurement Customer Service Survey

1 / 18

3.03% 1

96.97% 32

Q1 Is your business located in the City of Brookhaven?
Answered: 33 Skipped: 0

TOTAL 33
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City of Brookhaven Procurement Customer Service Survey
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41.94% 13

45.16% 14

3.23% 1

9.68% 3

Q2 How many people are employed in your business? 
Answered: 31 Skipped: 2

TOTAL 31
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>150
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City of Brookhaven Procurement Customer Service Survey
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48.39% 15

51.61% 16

Q3 Is your business minority or woman owned?
Answered: 31 Skipped: 2

TOTAL 31
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No
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9.68% 3

90.32% 28

Q4 Has your business interacted with the Procurement Department over
the past year? If NO, go to question number 8.

Answered: 31 Skipped: 2

TOTAL 31
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No
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Q5 Please rate your overall level of satisfaction with the City of
Brookhaven's Procurement and Contracting Department?

Answered: 11 Skipped: 22

Overall
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employees

Responsiveness
of employees
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18.18% 2

81.82% 9

Q6 Did you win the contract for goods and services for which your
business made a proposal? 

Answered: 11 Skipped: 22

TOTAL 11
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45.45% 5

54.55% 6

Q7 Did you understand the final outcome of the procurement decision?
Answered: 11 Skipped: 22

TOTAL 11
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35.48% 11

64.52% 20

Q8 Are you aware of the City of Brookhaven's procurement process?
Answered: 31 Skipped: 2

TOTAL 31
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58.06% 18

35.48% 11

6.45% 2

Q9 Were the requests for goods or services explained in clear language?
Answered: 31 Skipped: 2

TOTAL 31
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56.67% 17

13.33% 4

30.00% 9

Q10 Were the requirements to provide goods or services too burdensome?
Answered: 30 Skipped: 3

TOTAL 30
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53.33% 16

6.67% 2

40.00% 12

Q11 Was the website too difficult to use?
Answered: 30 Skipped: 3
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43.33% 13

3.33% 1

3.33% 1

50.00% 15

Q12 How do you currently receive information about Procurement and
Contracting?

Answered: 30 Skipped: 3

TOTAL 30
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93.10% 27

6.90% 2

Q13 What are the most effective ways for Procurement and Contracting to
communicate with you?

Answered: 29 Skipped: 4

TOTAL 29
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Q14 Please share any comments or suggestions that would enhance our
customer service.

Answered: 5 Skipped: 28
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Q15 Please complete this section ONLY if you are willing to be contacted
about your response(s).

Answered: 15 Skipped: 18
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RECOMMENDATION 1

Subcommittee
Identify which
subcommittee is developing
this recommendation.

Procurement and Contracting

Topic
In a few words, briefly
identify the specific issue or
topic this recommendation
pertains to.

The mission of the sub-committee is to review the city’s
procurement process and offer recommendations that will
enhance the process to foster equitable best practices in the
solicitation and awarding of city contracts with women only and
minority owned business.

Background
Provide details on why this
topic is relevant to the City
of Brookhaven. Be specific
and include details, such as
supporting data from the
City and/or information
about existing policies,
practices, or procedures.
(Suggested length: 4-5
sentences)

Following from conversations with representatives from the City
of Brookhaven who are responsible for procurement and
contracting processes, the Sub-Committee identified at least 5
steps of the existing process of awarding contracts for jobs and
services.  These include:

1. The Preparation (identification and approval of project,
crafting of written invitation for bids, etc)

2. The Solicitation (contacting potential business partners
and inviting them to bid on the contract)

3. The Selection (the process of reviewing bids and
identifying potential candidates)

4. The Decision (the final decision and awarding of the
contract to a certain business)

5. The Assessment

Issue, Inequity, and/or
Problem
Describe the issue, inequity,
and/or problem that this
recommendation seeks to
address. Explain how it
advances equity and social
justice.
(Suggested length: 4-5
sentences)

Through our review of the procurement process and the
contracts awarded last year it became clear the language used
was very technical, voluminous and confusing. All documents
should be written in a clear concise manner to attract a more
diversified vendor base.

Rationale
Describe the logical basis

This offers clarity to both the city and the contractor
what will determine the successful basis of the contract



behind this
recommendation. If you
reference any best practices
or research, be sure to
include citations. Explain
what you expect to change.
(Suggested length: 2-3
sentences)

award. Develop a one-page synaptic cover sheet written
in plain language to detail the nature of the solicitation.
The documentation needed to bid on the Request For
Bids (RFB) is lengthy and if a vendor can see easily
what the RFB is then they can best see if it is an issue
they care to pursue.

Considerations (optional
and to be used only if
appropriate!)
Describe any additional
context, ideas or factors
that seem important to
consider alongside the
recommendation. For
example, this could be
costs, strategic
opportunities, pitfalls to be
wary of, specific actions
that should be undertaken
as a part of the
recommendation, etc.

The city has various platforms (print, social media and so
forth) that can be used to raise awareness of
opportunities to work with Brookhaven. Because of the
diverse population of Brookhaven, the city might wish to
contract for translation services that has the ability to
work across multi platforms to reach out to a broader
vendor base.

Recommendation
Describe the
recommendation for
consideration, using the
language “The Commission
recommends that…”
(Suggested length: 1-2
sentences)

Ensure that RFPs are written in plain language trying to
minimize the use of technical jargon when appropriate.



RECOMMENDATION 2

Subcommittee
Identify which
subcommittee is developing
this recommendation.

Procurement and Contracting

Topic
In a few words, briefly
identify the specific issue or
topic this recommendation
pertains to.

The two topics are:

1. Selecting the recipient of the contract

Background
Provide details on why this
topic is relevant to the City
of Brookhaven. Be specific
and include details, such as
supporting data from the
City and/or information
about existing policies,
practices, or procedures.
(Suggested length: 4-5
sentences)

The city of Brookhaven participates in the market as a purchaser
through its procurement and contracting process. In 2020, 7.5%
of the contracts totaling 2.2% of the total procurement-spend
were awarded to vendors identified as "minority-owned."

This data suggests an opportunity for the City to identify areas
that led to this disparity and take corrective actions by creating
an environment and processes that advance the principles of
social justice, race, and equity in the procurement and
contracting process.

Issue, Inequity, and/or
Problem
Describe the issue, inequity,
and/or problem that this
recommendation seeks to
address. Explain how it
advances equity and social
justice.
(Suggested length: 4-5
sentences)

The results of a 15- question survey of vendors involved in the
procurement process with the City revealed that 73% of the
respondents who identified as a "minority-owned" businesses
were not aware of the City's procurement process, and 60% of
them currently do not receive information about Procurement
and Contracting.

This data suggests that the City simplify, engage and educate its
vendors on the procurement process and also maintain a more
active communication channel with regular cadence to bridge
the information gap that exists today.

Rationale
Describe the logical basis
behind this
recommendation. If you
reference any best practices
or research, be sure to
include citations. Explain
what you expect to change.
(Suggested length: 2-3

In their research on structural barriers present in business
development, the 'Local & Regional Government Alliance on
Race & Equity," suggests methods of inclusive procurement
process to address the inequities that exist in the system today.
Access to and simplicity of messaging is an essential wheel on
the road to a more equitable society.
https://haasinstitute.berkeley.edu/sites/default/files/gare-contract
_for_equity_0.pdf



sentences)
Considerations (optional
and to be used only if
appropriate!)
Describe any additional
context, ideas or factors
that seem important to
consider alongside the
recommendation. For
example, this could be
costs, strategic
opportunities, pitfalls to be
wary of, specific actions
that should be undertaken
as a part of the
recommendation, etc.
Recommendation
Describe the
recommendation for
consideration, using the
language “The Commission
recommends that…”
(Suggested length: 1-2
sentences)

● The Commission recommends that a simplified, easy to
understand, more accessible, and streamlined contract
process with no structural barriers be implemented to
ensure inclusive, equitable opportunities for all business
owners, with emphasis on small, ethnically diverse
businesses.

● The Commission recommends that interactive
communication channels be implemented for all vendors.
The communication should include information on open
contract opportunities, relevant deadlines, networking
events, informational and training programs, and a
primary point of contact for business owners.



RECOMMENDATION 3

Subcommittee
Identify which
subcommittee is developing
this recommendation.

Procurement and Contracting Sub-Committee

Topic
In a few words, briefly
identify the specific issue or
topic this recommendation
pertains to.

The 5th identified phase of the Procurement & Contracting
Process focuses on the assessment and review of the city’s
selection process by which businesses are awarded the contract
for a particular project or service.

Background
Provide details on why this
topic is relevant to the City
of Brookhaven. Be specific
and include details, such as
supporting data from the
City and/or information
about existing policies,
practices, or procedures.
(Suggested length: 4-5
sentences)

As part of our committee’s process, we reviewed and assessed
the 53 vendors who were awarded contracts from the City of
Brookhaven in 2020 using the 4P Assessment tool (people,
place, process, power). Our committee also implemented a 15-
question survey of vendors involved in the procurement process
with the City, both those who had been awarded contracts and
those who had not. We received 33 responses to the survey, of
which 15 were minority- or women-owned businesses.

Issue, Inequity, and/or
Problem
Describe the issue, inequity,
and/or problem that this
recommendation seeks to
address. Explain how it
advances equity and social
justice.
(Suggested length: 4-5
sentences)

Respondents to our committee’s survey reported varying levels
of satisfaction with the different components of the City of
Brookhaven’s procurement process, with many respondents
omitting questions and a majority of those who did answer
responding that they were “unable to rate” their satisfaction
level, the clarity or ease of the process, etc. Although the survey
itself was difficult to assess qualitatively based on the lack of
responses, this made the need for a more robust assessment tool
of the procurement process all the more evident.

Rationale
Describe the logical basis
behind this

Inequities are often “hidden” in systemic processes and are not
immediately evident. Implementing regular and thorough
qualitative reviews to assess the Procurement and Contracting



recommendation. If you
reference any best practices
or research, be sure to
include citations. Explain
what you expect to change.
(Suggested length: 2-3
sentences)

processes for the City of Brookhaven would provide reliable
ways of discovering inequities present in the system as well as
concrete data for specific areas where improvement is needed.

Considerations (optional
and to be used only if
appropriate!)
Describe any additional
context, ideas or factors
that seem important to
consider alongside the
recommendation. For
example, this could be
costs, strategic
opportunities, pitfalls to be
wary of, specific actions
that should be undertaken
as a part of the
recommendation, etc.

Other considerations to include in any qualitative review process
would be access for business owners who are differently abled
as well as those who speak English as a second language.

Recommendation
Describe the
recommendation for
consideration, using the
language “The Commission
recommends that…”
(Suggested length: 1-2
sentences)

The Commission recommends that annual or more frequent
reviews/assessments of the City’s Procurement and Contracting
process be initiated. The review process should include:

1) A process to obtain feedback from all relevant
stakeholders during the different phases of an RFP
lifecycle

2) A regular review of the contracts solicited/awarded,
including reporting and storing collected data online for
tracking and transparency purposes

3) A standardized survey implemented by a 3rd party
(available in both English and Spanish languages)
including vendors awarded and those not awarded
contracts by the City

4) Targeted outreach of the survey toward business owners
who are: minorities, persons of color, women, and/or
differently abled



RECOMMENDATION 4

Subcommittee Procurement & Contracting Sub-Committee

Topic The 4th identified phase of the Procurement & Contracting
Process focuses on the decision as to which business will be
awarded the contract for a particular project or service.

Background In the 2020 fiscal year, a total of 53 contracts were awarded by
the City of Brookhaven.  Contracts solicited and awarded by the
city were divided by the city into 9 categories (see table for full
list of categories).  The majority (n=29, 54.7%) of contracts
were categorized as Site Preparation & Construction.  The next
largest category was listed as Professional Services-Other (n=6).
The majority of the spending by the city was on contracts
classified as Site Preparation & Construction, a total of $16.4
Million which represents 56.3% of all expenses.  The average
award across all contracts was $549,081.92 (see table). Of these
contracts 0 were awarded to businesses owned by residents of
the City of Brookhaven.

Issue, Inequity, and/or
Problem

Of the 53 contracts awarded in the 2020 fiscal year, only 4
(7.5%) of all contracts were awarded to business that were
identified as “minority-owned.”  This translates to a total of
$657,997.24 or 2.2% of all expenses procured by the City of
Brookhaven in the 2020 fiscal year.  These findings alone
demonstrate a substantial inequity in the procurement and
contracting process that the city must remedy by committing to
award more contracts to minority-owned businesses.

Rationale In seeking to address the inequitable distribution of contracts
and financial awards by the City of Brookhaven, this
recommendation provides concrete targets and expected
benchmarks that the city should meet to approach an equitable
procurement and contracting process.  Specified targets should



be seen as a starting point and not a minimum quota to be met to
check a box.

Considerations While businesses classified as minority-owned may refer to
those owned by individuals who are minoritized based on
gender, race, or a combination, the recommendation should not
be met by awarding contracts disproportionately to businesses
owned by white women.

Recommendation Starting in the first year of implementation, the City of
Brookhaven should commit to awarding 33.3% of all funds
spent by the city on procurement and contracting to businesses
identified as minority owned.  Each subsequent year the city
should aim to increase this percentage by at least 5% per year.

Table

Category

Number
of

Contract
s

Amount of
Awarded
Contracts

Average
Amount
Awarded

Contracts to
Minority-Ow

ned
Businesses

Site Preparation &
Construction 29 $16,423,332.9

5 $566,321.83 2

Technology Systems 3 $1,591,616.00 $530,538.67 1
Janitorial/Environmenta
l 1 $39,253.40 $39,253.40 0

Professional Services-
Community Planning 3 $419,358.00 $139,786.00 0

Professional Services-
Other 6 $1,950,502.60 $325,083.77 1

Contract Services- City
Operations 3 $7,156,124.20 $2,385,374.73 0

City Vehicles 2 $635,087.00 $317,543.50 0

Equipment 5 $824,067.99 $164,813.60 0

Undetermined 1 $62,000.00 $62,000.00 0

Total 53 $29,101,342.1
4  4


