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n

tr
a

ta
ç
ã

o
; 


 

V
e

ri
fi

c
a
 s

e
 a

 n
e

c
e
s

s
id

a
d

e
 g

u
a

rd
a
 c

o
n

fo
rm

id
a
d

e
 c

o
m

 a
 L

e
i 
O

rç
a
m

e
n

tá
ri

a
 A

n
u

a
l 
–
 L

O
A

; 


 

F
a
z
 u

m
a
 E

s
ti

m
a

ti
v

a
 P

ré
v
ia

 d
e
 C

u
s
to

s
 d

a
 o

b
ra

, 
s

e
rv

iç
o

 d
e
 e

n
g

e
n

h
a
ri

a
, 

b
e
m

 o
u

 o
u

tr
o

s
 s

e
rv

iç
o

s
 v

is
a
n

d
o

 
a

p
u

ra
r 

a
 p

o
s

s
ib

il
id

a
d

e
 d

e
 c

o
n

tr
a
ta

ç
ã

o
 f

re
n

te
 a

o
 c

ro
n

o
g

ra
m

a
 d

e
 d

e
s

e
m

b
o

ls
o

; 


 

E
m

it
e
 o

 P
e

d
id

o
 d

e
 R

e
a
li
z
a

ç
ã

o
 d

e
 D

e
s
p

e
s

a
 e

 C
o

n
tr

a
ta

ç
ã

o
 e

m
 0

2
 (

d
u

a
s

) 
v
ia

s
, 

e
x
p

li
c
it

a
n

d
o

 a
 n

e
c

e
s

s
id

a
d

e
 

d
a
 d

e
s

p
e

s
a

, 
ju

s
ti

fi
c

a
ti

v
a

 d
a
 c

o
n

tr
a
ta

ç
ã

o
, 

p
e
rí

o
d

o
 d

e
 u

s
o

 o
u

 c
o

n
s
u

m
o

, 
d

e
s

c
ri

ç
ã
o

 m
in

u
c
io

s
a

 d
o

 p
e
d

id
o

, 
q

u
a

n
ti

ta
ti

v
o

; 


 

N
o

s
 c

a
s

o
s

 d
e

 c
o

n
tr

a
ta

ç
ã
o

 d
e

 o
b

ra
s
 o

u
 s

e
rv

iç
o

s
 d

e
 e

n
g

e
n

h
a

ri
a
, 
ju

n
ta

 o
s

 s
e
g

u
in

te
s
 e

le
m

e
n

to
s
: 

•
 

P
ro

je
to

 b
á
s

ic
o

 e
, 

s
e
n

d
o

 o
 c

a
s

o
, 

o
 p

ro
je

to
 e

x
e

c
u

ti
v

o
 c

o
m

 t
o

d
o

s
 o

s
 e

le
m

e
n

to
s
 e

x
ig

ív
e
is

 n
o

s
 t

e
rm

o
s
 

d
a
s

 l
e

g
is

la
ç

õ
e
s
 v

ig
e

n
te

s
; 

•
 

M
e

m
o

ri
a
l 

d
e
s

c
ri

ti
v

o
 d

a
 o

b
ra

; 

•
 

E
s

ti
m

a
ti

v
a
 d

o
 p

ra
z
o

 m
á

x
im

o
 p

a
ra

 e
x
e

c
u

ç
ã

o
 d

a
 o

b
ra

 o
u

 s
e
rv

iç
o

 d
e
 e

n
g

e
n

h
a
ri

a
. 


 

N
o

 c
a
s

o
 d

e
 c

o
n

tr
a

ta
ç
ã
o

 d
e
 s

e
rv

iç
o

s
, 
a

 d
e
s

c
ri

ç
ã
o

 d
o

 o
b

je
to

 d
e

v
e
 e

v
id

e
n

c
ia

r,
 d

e
 f

o
rm

a
 c

la
ra

 e
 o

b
je

ti
v

a
, 
a

s
 

a
ti

v
id

a
d

e
s

 e
 a

s
 e

ta
p

a
s
 d

o
s

 s
e
rv

iç
o

s
 a

 s
e
re

m
 p

re
s

ta
d

o
s
 e

 a
 v

in
c
u

la
ç

ã
o

 d
e
 s

u
a

s
 a

ti
v

id
a

d
e

s
 a

 u
m

 p
ro

d
u

to
 

fi
n

a
l 

o
u

 e
ta

p
a
s
 d

e
 u

m
 p

ro
d

u
to

; 
 

AGENTE 

SECRETARIA 


 

A
u

x
il
ia

 
a
 

u
n

id
a
d

e
 

re
q

u
is

it
a

n
te

 
n

a
 

e
la

b
o

ra
ç

ã
o

 
d

o
 

T
e

rm
o

 
p

a
ra

 
c

o
ta

ç
ã

o
 
–
 

c
o

m
 

d
e
ta

lh
a
m

e
n

to
 

e
 

e
s
p

e
c

if
ic

a
ç

õ
e

s
 d

o
s
 i
te

n
s
 e

 s
e

rv
iç

o
s
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R
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E
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IP

A
L

 D
E

 S
A

N
T

O
 A

M
A

R
O

 

G
A

B
IN

E
T

E
 D

A
 P

R
E

F
E

IT
A

 

Ó
R

G
Ã

O
 

C
O

M
P

E
T

Ê
N

C
IA

 

SETOR DE COMPRAS 


 
A

n
a
li
s

a
 

a
 

p
o

s
s
ib

il
id

a
d

e
 

d
e
 

a
g

ru
p

a
m

e
n

to
 

d
e
 

P
e

d
id

o
 

d
e
 

R
e

a
li

z
a

ç
ã
o

 
d

e
 

D
e

s
p

e
s

a
 

e
 

C
o

n
tr

a
ta

ç
ã
o

 
e

x
is

te
n

te
s
 

n
o

 
s

e
to

r,
 

v
e
ri

fi
c

a
n

d
o

 
a

in
d

a
 

s
e
 

a
 

n
e
c

e
s

s
id

a
d

e
 

é
 

c
o

m
u

m
 

à
s
 

d
e
m

a
is

 
U

n
id

a
d

e
s

 
d

a
 

A
d

m
in

is
tr

a
ç

ã
o

; 


 

S
e

n
d

o
 
p

o
s

s
ív

e
l 

o
 
a

g
ru

p
a

m
e

n
to

 
d

o
s
 
p

e
d

id
o

s
, 

d
e
v

e
rá

 
fa

z
ê

-l
o

 
p

a
ra

 
fi

n
s
 
d

e
 
e

s
ti

m
a
ti

v
a
 
d

e
 
v

a
lo

r 
e
 

d
e
fi

n
iç

ã
o

 d
o

 p
ro

c
e
d

im
e

n
to

 a
 s

e
r 

a
d

o
ta

d
o

, 
d

e
s

ta
c

a
n

d
o

 o
 q

u
a

n
ti

ta
ti

v
o

 e
 o

s
 i

te
n

s
 p

e
rt

in
e
n

te
s

 a
 c

a
d

a
 

U
n

id
a

d
e

; 


 

R
e

a
li

z
a
 A

m
p

la
 P

e
s
q

u
is

a
 d

e
 P

re
ç

o
s
 c

o
m

 f
o

n
te

 v
a
ri

a
d

a
s
 d

e
 p

re
ç
o

s
 (

b
a

n
c

o
 d

e
 p

re
ç
o

s
, 

c
o

n
tr

a
ta

ç
õ

e
s
 

s
im

il
a

re
s
, 
in

c
lu

s
iv

e
 e

m
 o

u
tr

o
s

 e
n

te
s
 p

ú
b

li
c
o

s
, 
p

e
s

q
u

is
a

 p
u

b
li
c

a
d

a
 e

m
 m

íd
ia

 e
s
p

e
c

ia
li

z
a

d
a

, 
p

e
s
q

u
is

a
 

c
o

m
 o

s
 f

o
rn

e
c

e
d

o
re

s
, 
m

e
d

ia
n

te
 s

o
li

c
it

a
ç
ã

o
 f

o
rm

a
l 
d

e
 c

o
ta

ç
ã

o
; 


 

E
la

b
o

ra
 P

la
n

il
h

a
 E

s
ti

m
a

ti
v

a
 d

e
 C

u
s
to

s
; 


 

J
u

n
ta

 a
o

 p
ro

c
e

s
s

o
 a

 P
la

n
il

h
a
 E

s
ti

m
a

ti
v

a
 d

e
 C

u
s
to

s
 i
m

p
re

s
s

a
, 
re

m
e
te

n
d

o
-o

 p
a

ra
 a

 C
o

n
ta

b
il
id

a
d

e
; 


 

E
la

b
o

ra
 m

a
p

a
 d

e
 p

re
ç
o

s
; 


 

A
n

á
li
s

e
 d

e
 v

ia
b

il
id

a
d

e
 f

in
a
n

c
e

ir
a
 d

o
s
 a

d
it

iv
o

s
; 

 


 

A
n

á
li
s

e
 d

e
 j
u

s
ti

fi
c

a
ti

v
a

 d
e
 p

re
ç
o

s
 d

e
 c

o
n

tr
a

ta
ç
ã

o
 d

ir
e
ta

; 

FINANCEIRO 


 R

e
c
e

b
e

 o
 p

ro
c
e

s
s

o
. 


 V

e
ri

fi
c

a
 a

 d
is

p
o

n
ib

il
id

a
d

e
 f

in
a
n

c
e
ir

a
 d

a
 U

n
id

a
d

e
 R

e
q

u
is

it
a

n
te

, 
fa

z
e
n

d
o

 c
o

n
s
ta

r 
n

o
 P

e
d

id
o

 d
e
 R

e
a
li

z
a

ç
ã

o
 

d
e
 D

e
s
p

e
s

a
 a

 f
o

n
te

 d
e
 r

e
c

u
rs

o
s
. 


 

R
e

m
e

te
 o

 p
ro

c
e

s
s

o
 p

a
ra

 a
 C

o
n

ta
b

il
id

a
d

e
. 

CONTABILIDADE 


 R

e
c
e

b
e

 o
 p

ro
c
e

s
s

o
; 


 P

ro
c

e
d

e
 a

 r
e

s
e

rv
a
 o

rç
a
m

e
n

tá
ri

a
, 
fa

z
e
n

d
o

 c
o

n
s
ta

r 
n

o
 P

e
d

id
o

 d
e
 R

e
a
li
z
a

ç
ã

o
 d

e
 D

e
s
p

e
s

a
 e

 C
o

n
tr

a
ta

ç
ã

o
 a

 
d

o
ta

ç
ã

o
 e

s
p

e
c
íf

ic
a
; 


 

R
e

m
e

te
 o

 p
ro

c
e

s
s

o
 p

a
ra

 o
 N

ú
c

le
o

 d
e
 t

e
rm

o
 d

e
 r

e
fe

rê
n

c
ia

. 
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A
L

 D
E

 S
A

N
T

O
 A

M
A

R
O

 

G
A

B
IN

E
T

E
 D

A
 P

R
E

F
E

IT
A

 

Ó
R

G
Ã

O
 

C
O

M
P

E
T

Ê
N

C
IA

 

NÚCLEO 

 TERMO DE 

REFERÊCIA 


 E

la
b

o
ra

ç
ã

o
 d

e
 t

e
rm

o
 d

e
 r

e
fe

rê
n

c
ia

 c
o

m
 b

a
s

e
 n

a
 s

o
li
c

it
a

ç
ã

o
 d

a
 u

n
id

a
d

e
 r

e
q

u
is

it
a

n
te

; 
 

ASSESSORIA / 

CONSULTORIA 


 O

ri
e

n
ta

ç
ã

o
 e

 a
n

á
li

s
e
 a

o
 n

ú
c
le

o
 d

e
 t

e
rm

o
 d

e
 r

e
fe

rê
n

c
ia

; 
 

GABINETE 

DA 

 PREFEITA  


 R

e
c
e

b
e

 a
 s

o
li
c
it

a
ç
ã

o
 d

a
 d

e
s

p
e

s
a

; 


 R

e
a
li

z
a
 a

 a
n

á
li

s
e
 d

o
 i

n
te

re
s

s
e

 p
ú

b
li
c

o
, 

o
p

o
rt

u
n

id
a

d
e

 e
 c

o
n

v
e

n
iê

n
c
ia

; 


 A

u
to

ri
z
a
 O

U
 n

ã
o

 o
 p

ro
s

s
e

g
u

im
e

n
to

 d
o

 p
ro

c
e
d

im
e

n
to

 a
d

m
in

is
tr

a
ti

v
o

; 


 

A
p

ó
s

 a
 p

e
s

q
u

is
a
 d

e
 p

re
ç
o

 e
 r

e
s

e
rv

a
 o

rç
a

m
e

n
tá

ri
a
; 


 

A
u

to
ri

z
a
 O

U
 n

ã
o

 a
 a

b
e

rt
u

ra
 d

o
 p

ro
c
e

s
s

o
 l
ic

it
a

tó
ri

o
 o

u
 c

o
n

tr
a

ta
ç
ã

o
 d

ir
e

ta
; 

 

COMISSÃO 

PERMANENTE DE 

LICITAÇÃO 


 

R
e

c
e

b
e

 p
ro

c
e

s
s

o
 c

o
m

 a
 a

u
to

ri
z
a

ç
ã

o
 d

a
 P

re
fe

it
a

; 


 

Id
e
n

ti
fi

c
a
 a

 m
o

d
a
li

d
a
d

e
 d

e
 l
ic

it
a

ç
ã

o
 c

o
n

fo
rm

e
 a

s
 m

o
d

a
li

d
a
d

e
s
 e

x
is

te
n

te
s

 n
o

 o
rd

e
n

a
m

e
n

to
 j
u

rí
d

ic
o

; 


 

E
la

b
o

ra
 o

 e
d

it
a

l 
e

 m
in

u
ta

 d
o

 c
o

n
tr

a
to

, 
a

p
e

n
s

a
n

d
o

-o
s
 a

o
 p

ro
c
e

s
s

o
. 


 

E
n

v
ia

 o
 p

ro
c

e
s

s
o

 à
 P

ro
c

u
ra

d
o

ri
a
 J

u
rí

d
ic

a
. 


 

E
m

it
e
 p

a
re

c
e
r 

a
c
e
rc

a
 d

a
 c

o
n

ti
n

u
id

a
d

e
 d

o
 p

ro
c
e

s
s

o
 e

 c
u

m
p

ri
m

e
n

to
 d

o
s
 r

e
q

u
is

it
o

s
 d

a
 c

o
n

tr
a
ta

ç
ã

o
; 

 


 

P
re

e
n

c
h

e
 m

in
u

ta
s
 p

a
d

ro
n

iz
a

d
a

s
 p

e
la

 p
ro

c
u

ra
d

o
ri

a
 j
u

rí
d

ic
a
, 

d
e
 e

d
it

a
is

, 
c

o
n

tr
a

to
s
 e

 a
d

it
iv

o
s
; 
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 D
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T
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M
A
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G
A

B
IN

E
T

E
 D

A
 P

R
E

F
E

IT
A

 

Ó
R

G
Ã

O
 

C
O

M
P

E
T

Ê
N

C
IA

 

PROCURADORIA 

JURÍDICA 


 

R
e

c
e

b
e

 p
ro

c
e

s
s

o
 


 

A
n

a
li
s

a
 e

 a
p

ro
v

a
 a

 m
in

u
ta

 d
e
 e

d
it

a
l 
e

 a
 m

in
u

ta
 d

o
 i
n

s
tr

u
m

e
n

to
 d

e
 c

o
n

tr
a

to
. 


 

C
a

s
o

 h
a

ja
 n

e
c

e
s

s
id

a
d

e
 d

e
 m

o
d

if
ic

a
ç

ã
o

 e
m

 a
lg

u
m

 d
o

s
 i

n
s
tr

u
m

e
n

to
s
, 
d

e
v

e
rá

 r
e

a
li

z
á

-l
a

s
. 


 

P
re

s
ta

 a
s
s

e
s

s
o

ra
m

e
n

to
 à

s
 d

ú
v
id

a
s

 s
u

s
c
it

a
d

a
s

 p
e

lo
s
 a

g
e

n
te

s
 e

n
v

o
lv

id
o

s
 n

a
 c

o
n

tr
a
ta

ç
ã

o
, 

s
e
 f

o
r 

o
 

c
a
s
o

; 


 

E
m

it
e
 o

 p
a
re

c
e

r 
ju

rí
d

ic
o

 


 

D
e

v
o

lv
e

 p
ro

c
e

s
s

o
 p

a
ra

 C
o

m
is

s
ã

o
 P

e
rm

a
n

e
n

te
 d

e
 L

ic
it

a
ç
ã

o
. 


 

P
a

d
ro

n
iz

a
ç

ã
o

 d
e
 m

in
u

ta
s
; 

 
 

CONTROLE 

INTERNO 


 

P
ro

c
e
d

e
 
a
 
a

n
á
li

s
e
 
d

a
 
e

c
o

n
o

m
ic

id
a
d

e
, 

a
s
p

e
c
to

s
 
a

d
m

in
is

tr
a

ti
v

o
s
 
e
 
o

rç
a
m

e
n

tá
ri

o
s
 
p

re
li
m

in
a
re

s
 
à
 

c
o

n
tr

a
ta

ç
ã

o
 e

 v
is

ta
 a

 s
o

li
c
it

a
ç
ã

o
 d

e
 d

e
s

p
e

s
a
; 


 

A
n

a
li
s

a
 o

 p
ro

c
e

d
im

e
n

to
 L

ic
it

a
tó

ri
o

. 


 

C
o

n
s

ta
ta

d
a

 
a
lg

u
m

a
 

fa
lh

a
 

o
u

 
o

m
is

s
ã

o
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p

o
n
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e
m
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lh
a
 

d
e
 

p
ro

c
e

s
s

o
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o

m
 

a
s
 

o
b

s
e
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a
ç

õ
e

s
, 

e
n

c
a
m

in
h

a
n

d
o

 
c

o
m

 
o

 
p

ro
c
e

s
s

o
 
p

a
ra

 
q

u
e
 
p

ro
c

e
d

a
 
re

g
u

la
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z
a

ç
ã
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, 

a
d

o
ta

n
d

o
 
a

s
 
d

e
m

a
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m

e
d

id
a

s
 

p
re

v
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ta
s
 e

m
 n

o
rm

a
 e

s
p

e
c

íf
ic

a
. 
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n
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a

ç
ã

o
 e
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d
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q

u
a
ç

ã
o

 d
a
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u

ta
 d

o
 e
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it
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 c
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n

tr
a
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 e
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e
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d
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n
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tr

u
m
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n
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s
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p
to

s
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e
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m
 

a
s
s
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a

d
o

s
 

p
e
la

 
a

u
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d

a
d

e
, 

c
o

n
s
id

e
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n
d

o
 

o
s

 
p

a
re

c
e

re
s
 

d
a
 

p
ro

c
u

ra
d

o
ri

a
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d
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a
 

e
 

c
o

n
tr

o
la

d
o
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a
 

m
u

n
ic

ip
a
l;

  


 E

la
b

o
ra

 o
 a

v
is

o
 d

e
 l
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it
a

ç
ã

o
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o
n
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n

d
o
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e
s

u
m

o
 d

o
 e

d
it

a
l 
o

u
 c
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n

v
it

e
 e

m
 0

2
(d

u
a

s
) 

v
ia

s
. 


 P

u
b

li
c

a
 u

m
a
 d

a
s
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ia

s
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o
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v
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o
 d

e
 l
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it
a

ç
ã

o
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o
n

fo
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e
 l

e
i;
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n
e
x

a
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o
 p

ro
c
e

s
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v
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o
 d

e
 l

ic
it

a
ç
ã

o
 (

c
o

m
p

ro
v

a
ç

ã
o

 d
a
 p

u
b

li
c

a
ç

ã
o
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o

 d
iá

ri
o

 o
fi

c
ia

l 
e
/o

u
 j

o
rn

a
l 

d
e
 

g
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n
d

e
 c

ir
c

u
la

ç
ã

o
);
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u
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d
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a
l 
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 c

o
n

v
it

e
 p

a
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s
 p

o
s

s
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e
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n
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s
s
a

d
o

s
. 


 A

g
u

a
rd

a
 o

 d
ia

 d
a
 e

n
tr

e
g

a
 d

a
s

 p
ro

p
o

s
ta

s
. 
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c
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 d
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 d
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d
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p
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 p
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 d
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c
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p
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c
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 d
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 c
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 d
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 d
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 c
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 c
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n
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 c
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tr
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d
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x
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 d
e
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5
 (

c
in
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o
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d
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s
 ú
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e
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d
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c
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a

 
C
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m
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ã
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d

e
 
L
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c
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c
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u

e
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d
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c
o

n
tr

a
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a
z
o

á
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o
s
 e

m
 i

g
u

a
l 

p
ra

z
o
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u
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a
 o

s
 r

e
c

u
rs

o
s
. 
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o
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c
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o
; 
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 d
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 d
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 d
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 d
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 p
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c
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 d
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 p
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 d
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 d
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c
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c
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 c
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 c
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 d
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 d
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