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	6302
	Combines the Caribou and Targhee National Forests’ supplements to reflect the consolidation of the two forests.  No direction changes were made; only the forest name is updated.


6302 - OBJECTIVES.

CARIBOU-TARGHEE NATIONAL FOREST

SERVICE AND SUPPLY PLAN

PURPOSE.  To ensure the contracting and procurement office is notified by program personnel of their equipment and supply needs sufficiently in advance to enable orderly procurement and delivery before the required date of use at the least overall cost to the job.

1.  BACKGROUND.

a.  Most supply items used by the Forest are available through government channels; and these must be used as the primary source for procurement.  Local commercial sources are frequently inadequate for furnishing other equipment and supply items required by the forest; therefore, it is necessary to utilize services and sources of supply at other locations.

b.  Adequate transportation for delivery of procured items is available by rail freight, motor freight, and parcel post.  Movement of heavy equipment is available from local carriers.

2.  PURCHASING AUTHORITIES

a.  Negotiated Purchasing Authority.

 (1)  The term "negotiate", as used throughout this plan, means any method of procurement which does not involve the issuance of invitations to bid followed by public openings and award of the contract to the lowest responsible bidder and when the aggregate amount involved in any one case does not exceed $25,000 for construction, equipment, materials, supplies, and services (referred to as open market limitations).

Authority to negotiate does not excuse the compliance of obtaining maximum competition to the end that purchases will be made in the best interest of the government, price and other factors considered.

(2)  Purchasing authority is delegated to individuals only on Form FS-6300-17, Delegation of Authority by the Cluster Contracting Officer.  No other individual on the Forest has redelegation authority.  (Refer to FSM 6304.1).

(A)  Persons exercising procurement authority must be familiar with procurement laws and regulations and particularly FSH 6309.12, Special Types and Methods of Procurement.

 (B)  All purchases on nonexchangeable property ($2500 or more) shall be processed through Idaho Contracting Center in Pocatello, ID.

(C)  All acquisitions from surplus lists, Prison Industries Federal Supply Contracts, GSA Term Contracts, Central Supply, and contract work shall be processed by the Procurement section in the District Office, Supervisor's Office or the Cluster Office.

(D)  Supplies and materials needed for approved projects shall be ordered through the procurement section in the Supervisor's Office or Contracting and Procurement section at the Cluster office.

(E)  All requisitions must be approved by the District Ranger or the Acting District Ranger and/or the responsible Branch Chief unless they have delegated, in writing, this authority to one or more of their principle assistants.  Districts shall number their requisitions in their own series; i.e., D1-2-98, D1-3-98, etc.

b.  Imprest Fund.

 (1)  Imprest fund cashiers are established on the following units:


Location
Unit



St. Anthony
Supervisor's Office




Dubois

Dubois Ranger District




Island Park
Island Park Ranger District




Ashton

Ashton Ranger District




Idaho Falls
Palisades Ranger District




Driggs

Teton Basin Ranger District

(2)  These funds are to be used where direct cash payments shall be advantageous to the government.  The maximum amount of $500.00 per purchase cannot be exceeded.

(3)  Instruction for use of Imprest Funds.  (See FSH 6509.13b for detailed instructions).

(A)  Persons with delegated purchasing authority may pay cash for the purchase from personal funds and be reimbursed by a cashier or from an advance from the cashier.  Persons without delegated purchasing authority must obtain funds from the cashier prior to purchase.

(B)  Obtain an original invoice when possible showing:  (Carbon may be used.)




Name of vendor




Purchaser – Caribou-Targhee National Forest




Date




Marked "Paid by Cash"




Complete a description of the purchase or payment amount.




Received for services by signature of a F.S. employee authorized




to make the purchase.

(C)  Return invoice to cashier for reimbursement of personal funds.  Return the invoice and any change to cashier when purchase is made from advanced imprest fund money within 7 days.

(D)  The date of payment of a bill is the date the cashier actually disburses the funds (i.e., if a person made a purchase from personal funds and submitted the bill to the cashier for reimbursement on April 8, the date of payment from the imprest fund is April 8.  Therefore, the bill is not too late for the cashier to include in the April reimbursement voucher).

c.  Blanket Purchase Orders/Acquisition Arrangements

Only persons authorized to place orders or those persons given the authority to make a specific purchase under a BPA/AA from the official maintaining control of the BPA/AA, may make a purchase.  The authority to make a purchase from a BPA/AA is extended to an individual by use of an order number.  The person issuing the order number is responsible for the procurement action.  The use of BPA/AA orders in no way alters an employee's purchasing authority or responsibilities on the purchase of articles of supplies that are available from mandatory contracts or primary sources of supply.

Blanket purchase orders/acquisition arrangements have been issued to the following firms:

VENDOR NAME AND LOCATION


ACCOUNT #
Bauer Motors - St. Anthony, ID



AA-98-1

Bureau of Land Management - Boise, ID


45-02S2-6-9001

Les Schwab/OK Tire - St. Anthony, ID


AA-98-2

Madison Ford - Rexburg, ID




AA-98-3

Post Register - Idaho Falls, Id




AA-98-4

St. Anthony Truck Repair - St. Anthony, ID


AA-98-5

Smith Truck Repair - Idaho Falls, ID



AA-98-6

Stone's Town & Country - St. Anthony, ID


AA-98-7

3.  ESTABLISHED (GOVERNMENT) SOURCES OF SUPPLY.

Incumbents of the following positions are authorized to purchase from established Government sources of supply:  Contract specialists, purchasing agents, procurement assistants, and holders of Smart Pay/Checks.

a.  GSA coordinates purchases of items from the following Federal supply sources:

(1)  Federal Prison Industries, Inc. FSH 6309.12 this is a mandatory source of supply.  See above reference for items supplied by Federal Prisons.  Main items purchased from this source are canvas goods, furniture, mattresses, signs, steel and storage shelving.

(2)  Blind-Made Products, FSM 6309.12.  Specific items such as brooms, or mops are listed in the schedule of Blind-Made Products.  Purchase of products made by the blind is mandatory regardless of quantity desired.

b.  Local Purchases.  Items not listed as mandatory purchasing from federal sources may be purchased locally.  Local purchases must be made to the best advantage of the government.

(1)  Solicitations.  Competition is to be obtained in accordance with FSM 6309.12.  Purchases over $2500.00 must have competitive quotes documented.

The contracting and procurement section head should be consulted in doubtful cases.  The nature of the item will be the determining factor as to whether it could be purchased at a lower cost by obtaining quotes.

4.  SUPPLY PLANNING IN RELATION TO WORK-PROJECT PLANNING

a.  The purpose of the listing of supplies and materials on a Project Work Plan is to provide a realistic estimate of costs and a program of procurement in an orderly manner to avert any last minute procurement.

b.  Rangers, staff, and project leaders are to submit requisitions for supplies and materials in accordance with the schedule in their annual procurement plan.

5.  CENTRAL PURCHASING FROM COMMERCIAL SOURCES.

a.  Special Items.  See FSM 6309.12 for list of items that may be purchased only under special conditions.

b.  Regional Consolidated Orders.  Supervisor's Office will list items and give Forest manual reference.  (Covered by special letter).

6.  SCHEDULES FOR REQUISITIONS.

Promise cards should be set up in advance of the dates items will be needed to insure adequate time to take inventories and submit requisitions.  In submitting a purchase requisition, use form AD-700.  This form is to be prepared and submitted to the Forest Supervisor's Office.  Double space between each item.

a.  Office Supplies  Requisitions for office supplies shall be ordered directly from GSA except in emergency situations or when the GSA standard pack exceeds the inventory level of the district.  In these cases, small quantities can be ordered from the Supervisor's Office.

b.  Forms
(1)  Requisitions for all forms should be submitted once monthly.

(2)  Forms designated AD, CA, FS, SF, and R4 should be grouped on the requisitions and listed in numerical sequence within each group.  R4 forms must always be coded R4, otherwise FS forms may be received.  List any unnumbered Caribou-Targhee forms last and by sequence:  1600, 2400, 2500, etc.

(3)  Forest Service forms shall be requisitioned by numbers and name assigned in accordance with the manual coordinated numbering system as listed in the Washington Office forms catalog.  (See FSH 1309.14).

(4)  Region 4 forms will be listed in numbered sequence as found in R4 Forms Catalog.

7.  CUPBOARD STOCK INVENTORY LEVEL.

a.  Policy.  To establish and maintain cupboard stock inventories at the Forest and District levels to insure that the total inventory investment is kept to the minimum consistent with program needs.

b.  Inventory Level.
(1)  Forms  The Supervisor's Office should maintain a four-month supply of forms.  Ranger districts should maintain a two-month supply of forms.

(2)  Supplies and Materials.  Inventories should be kept to the minimum consistent with good management.

8.  REQUISITIONS

a.  Policy  All needs for supplies, equipment and services that cannot be obtained by use of Imprest Funds, Blanket Purchase Orders, Acquisition Arrangements, Credit Card, or check, will be requisitioned through the Administrative Services Section by use of form AD-700, Requisition for Supplies, Equipment, or Services.

Instructions for preparation of AD-700 are found in FSM 6309.12.

The schedule for submission of requisitions is contained in Caribou-Targhee National Forest Service-of-Supply Plan found in this supplement.

All purchases shall be supported by a requisition submitted to the Purchasing Section of your unit or Supervisor's Office.  Requisitions should be prepared in an original and two copies.  The unit preparing the requisition should retain a copy and submit the original and one copy to the Purchasing Section of your unit.  Requisitions may be prepared in long hand.
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