C-800

Simplified Acquisition/Micro Purchase



1.0 Purpose

This work instruction describes the process for obtaining a construction purchase order for micro purchase (<$2,500) and simplified acquisition (>$2,500 and <$100,000). 

2.0 Applicability

This procedure applies to Purchase Orders within the Micro Purchase and Simplified Acquisition Threshold of $100,000 for all services except design services.
3.0
Responsibilities
The Project Officer (PO) is responsible for preparing and submitting the acquisition request/information required for the purchase or the Request for Contract Action (RFCA).  The PO must also provide any technical evaluations requirements that will be required during the acquisition process.

4.0
Procedure

2.1 The PO must develop the purchase order specifications/statement/scope of work and provide a list of recommended qualified vendors/contractors based on relevant experience or previous customer satisfaction. 

2.2 The PO may solicit quotations from qualified construction contracts as described below:

· Under $2,500 – at least one quote.

· $2,500 - $100,000 – a minimum of 3 quotes must be obtained or a list of recommended contractors must be provide to the Purchasing Agent (Station Support Branch) to permit posting on the electronic bulletin board.

· When it is in the best interest of the Government (e.g., urgent and compelling, contractor currently on site, continuation of previous work, etc.), one qualified contractor can be selected.   However, a sole source justification must be provided along with the purchase request to support the purchase without full and open competition.

2.3 The PO must request and obtain adequate funding for contract services in accordance with C-700.Exception to C-700:  An indepent Estimate is not required for a Simplified acquisition or Micro-purchase.

2.4 The PO develops the purchase request and forwards through their supervisor to the Purchasing Agent (Station Support Branch).  The purchase request consists of:

Purchase Order up to $2,500:
· Scope of Work (narrative or sketches)

· RFCA Memorandum including the RQM (funding authorization)

· Acquisition Worksheet

· Contractor quote

Purchase Order $2,500 - $100,000:
· Scope of Work (narrative or sketches)

· RFCA Memorandum including the RQM (funding authorization)

· Acquisition Worksheet

· 3 contractor quotes, list of recommended contractors or sole source justification (if appropriate).

2.5 The PA shall request quotes based on the recommended contractor source or delegates the authority to the PO to obtain the quotes.  Upon receipt of quote(s), the Purchasing Agent will notify the PO of the lowest quote and the name of the contractor.

2.6 If the contractor offering the lowest quote is on the list of recommended contractors, (Paragraph 2.2) the PO recommends award.  If the contractor offering the lowest quote is not on the list of recommended contractors, the PO evaluates the contractor in accordance with paragraph 2.1.  If the contractor offering the lowest quote is considered qualified by the PO, the PO recommends award (in writing or by e-mail).

2.7 If the contractor offering the lowest quote is not considered qualified by the PO, the PO must notify the Purchasing Agent in writing why the lowest quote in not acceptable and request that an award not be made to the lowest quote in the competition. The PO must then evaluate the next contractor offering the lowest quote.  This process must continue until the lowest quote from a qualified vendor is selected.

2.8 The Purchasing Agent awards the purchase order to the lowest cost qualified contractor.

5.0 Related Procedures

C-700, Contract Funding

6.0
Relevant Documents

Federal Acquisition Regulation


NIH Delegated Acquisition Reference Guide, Part II, Subpart 2.1

7.0 Records

Approved project plan update (if required)

Purchase Order

Scope of Work

Funding Documents

List of recommended contractors 

Contract Schedule

Record of Contract Action Award



