C-900 

Credit Card Purchases for

 Projects Under $25K



1.0   Purpose
This procedure describes the process in procuring and implementing consulting and construction services for projects that are under $25,000 and can be awarded by using NIH credit card. This procedure is intended to stand-alone.

2.0   Applicability
This procedure applies to all ORFDO employees requesting to obtain consulting and construction services through the use of the NIH credit card.

3.0   Responsibilities
The PO is responsible for coordinating this work with the IC point of contact and Purchasing Agent.

                        

The Purchasing Agent (PA) is responsible in notifying the PO about the status of purchases made on his/her behalf.

4.0   Procedures
4.1 The PO receives Work Request from the supervisor.

4.2 The Project Officer forwards the work request/requirement (estimated at $2,500 or up to $25,000) for construction, consulting and renovation services to the Director, DPM for review and to the Director, DRPAS for approval.  When approved by the Director, DRPAS, purchase cards may be used.  If not refer to procedure C-800: Simplified Acquisition.  (Under no circumstance will Architecture and Engineering Services be secured via purchase card.  All A&E services are to be secured via contract support from DRPAS, Construction Contracting Branch).

4.3 The PO determines which vendor(s) are qualified to perform the service based on relevant experience and/or customer satisfaction.
4.4 If the project cost is in excess of $2500 and there is justification for sole sourcing the contract service, the PO obtains or prepares a sole source justification. However, if sole source is not justified, the PO must submit names of three vendors and copies of their quotes to the PA.                     

            

            4.5      The PO contacts the proposed vendor to request a quote for services and verification of NIH credit card acceptance.

            4.6      The PO prepares an Acquisition Worksheet and obtains funding and scope approval from the responsible funding authority. The PO also reviews the Acquisition Worksheet to assure that the customer’s requirements are met and acknowledges by signing.

                        

                        4.6.1   The Acquisition Worksheet approved by the Funding Authority or an attached email indicating funding approval serves as the funding document. The approved Acquisition Worksheet also serves as the Project Plan for this action.

4.7 In the preparation of Acquisition Worksheet, the PO must include SOW and 


price quote from the vendor(s). 

            

           4.8      The PA contacts the contractor and issues the credit card number to which the service is to be charged.  The PA then notifies the PO that the contractor has been given the authority to proceed.


4.9     The PO contacts the contractor and IC point of contact and arranges start of construction.           

            4.10   Upon completion of the work, the PO receives invoice from the PA for approval and authorization of payment.

            4.11    The PO reviews completed work to assure compliance with the Acquisition Worksheet and approves payment.  PO forwards approval of payment to the PA.

5.0 Related Procedures


Not Applicable


6.0 Relevant Documents

· Acquisition Worksheet 

· Funding Document

· Government Estimate        

7.0   Records
          Price quote from the Consultant(s) or Contractor(s)  

Signed Acquisition Worksheet or e-mail approval


