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Overview
THE POLICIES DESCRIBED IN THIS SECTION APPLY TO ALL PURCHASES MADE BY NORTH IOWA COMMUNITY ACTION ORGANIZATION (NICAO).

Purchases for NICAO will be made through a system of internal controls designed to ensure the adequacy of supplies, equipment, and services to meet program needs; compliance with terms of grants; and protection of agency and program assets.

Purchase of supplies, equipment, and services will be made only in response to an identified program need, in accordance with the rules applicable to the funds with which payment is to be made, and in compliance with agency policy and procedures.

NICAO requires the practice of ethical, responsible, and reasonable procedures related to purchasing, agreements and contracts, and related forms of commitment.  The policies in this section describe the principles and procedures that all staff shall adhere to in the completion of their designated responsibilities.

The goal of these procurement policies is to ensure that materials and services are obtained in an effective manner and in compliance with the provisions of applicable Federal statutes and executive orders. 
Responsibility for Purchasing

All Program Coordinators or their designees shall have the authority to initiate purchases on behalf of their department, within the guidelines described here.  Each program shall be responsible for processing their program’s purchase orders.
The Executive Director has approval authority over all purchase orders and contractual commitments, and shall make the final determination of any proposed purchases where budgetary or other conditions may result in denial.  In his absence, the Executive Director can assign approval authority to other staff through a Memorandum of Understanding.
Code of Conduct in Purchasing 

Ethical conduct in managing the Organization's purchasing activities is absolutely essential.  Staff must always be mindful that they represent North Iowa Community Action Organization.
· No employee, officer, or agent will participate in selecting, awarding, or administering procurement if, to his or her knowledge, any of the following has a financial or other interest in the firm of a prospective prime contractor or any subcontractors or suppliers considered for awards:
a. the employee, officer, or agents;

b. any member of his or her immediate family;

c. his or her partner; or

d. an organization which employs any of the above, or with which any of them have an arrangement concerning prospective employment.
· Staff shall discourage the offer of, and decline, individual gifts or gratuities that might influence the purchase of supplies, equipment, and/or services. 

· Staff shall notify their immediate supervisor if they are offered such gifts.

· Officers, board members, employees, and agents shall neither solicit nor accept gratuities, favors, or anything of monetary value from vendors or parties to sub-agreements for private personal use.
(See also: Personnel Policies, 109-Conflict of Interest)
Vendor Considerations
1) To promote open and free competition, purchasers will:
· Issue solicitations that clearly set forth all requirements to be evaluated.

· Watch for any internal conflicts of interest.

· Award contracts to bidders who develop specifications, requirements or proposals to bid in such procurements.

· Reserve the right to reject any and all bids when it is in the organization’s best interest.
2) Purchases are to be made from small businesses, minority businesses and women’s business enterprises, whenever possible.  

3) This agency is an equal opportunity employer and as such does not participate in any activity that will stereotype or discriminate against any person on the basis of race, religion, color, national origin, sexual orientation, political affiliation, beliefs, age or disability. 

Vendor Selection

· Sources of supply will be identified by evaluating possible vendors as to:

· Availability of item(s) needed

· Fairness of pricing policy

· Policy on guaranteeing satisfaction of goods and/or service

· Capability for providing timely, dependable service

· Type of business (local proprietorship, small or minority business, etc.)

· Impact on the local economy

· No officer, board member, employee, or agent shall participate in the selection or administration of a vendor if a real or apparent conflict of interest would be involved. Such a conflict would arise if an officer, board member, employee or agent, or any member of his/her immediate family, his/her spouse/partner, or an organization that employs or is about to employ any of the parties indicated herein, has a financial or other interest in the vendor selected.

Product Selection
Product selection will be based upon a comparison of cost and quality related to the expected requirements to be made of the item.  Less expensive items will be purchased when their lower cost does not reflect an inferior quality which would limit the usefulness of the item in the program.

Solicitation for goods and services shall be based upon a clear and accurate description of the technical requirements for the material, product, or service to be purchased.  Such descriptions shall not restrict competition among vendors.  The requirements may contain “brand name or equal” descriptions as a means to define the performance or other qualities of the goods and services being purchased.

All information regarding purchasing of goods and services will be maintained in accordance with the terms and conditions of the grants or contracts to which they relate.  When a period of time is not stated within the grant or contract, records shall be kept for a three year period.

Large purchases equaling or exceeding $25,000 require a formal bidding procedure to be used.  The procedure is detailed below under FORMAL BIDS (RFP).  The procedure will include, but is not limited to: basis for contractor selection, documentation of competitive bids, basis for selection by cost or price, justification for the decision made, and copies of the advertisements made to solicit bids.

Procurement Procedures

The following are NICAO’s procurement procedures:

1) NICAO shall avoid purchasing items that are not necessary for the performance of the activities required by NICAO programs. 
2) Where appropriate, an analysis shall be made of lease and purchase alternatives to determine which would be the most economical and practical procurement. This analysis should only be made when both lease and purchase alternatives are available to the program.

3) Some form of cost or price analysis shall be made for every procurement.  Depending on the amount of the item (See Authorization and Spending Limits section) prices can be received from catalogs, written quotes, internet quotes or formal bids.

4) For all procurements in excess of $2,499, procurement records and files shall be maintained to include all of the following:

a. All bid proposals.

b. The basis for contractor selection.

c. Justification for lack of competition when competitive bids or offers are not obtained.

d. The basis for award cost or price.

5) NICAO shall make all procurement files available for inspection upon request by a state or federal awarding agency. 
6) All contracts with vendors shall require the vendor to certify in writing that it has not been suspended or disbarred from doing business with any Federal agency.  (Alternatively, the Organization may research potential vendors on the Excluded Parties List at the GSA website.)
All staff members with the authority to approve purchases will receive a copy of and be familiar with A-110, federal cost principles.

Authorizations and Purchasing Limits

All completed requisitions must be approved by the Program Coordinator or their designees.  The following table displays required approvals, solicitations, and payment methods per unit cost:

	Amount of Purchase
 (per item)
	Required Approvals
	Required Solicitation
	Payment

 Method

	< $100
*see exception
	Program Coordinator
	Ads/catalogs 
	Petty Cash 
Policy

	$101 ≤ $500
	Program Coordinator

Executive Director**
	Ads/catalogs ***
	Purchase
Order

	$501 ≤ $2,499
	Program Coordinator

Executive Director**
	3 written or internet quotes
	Purchase

Order

	$2,500 ≤ $25,000
	Program Coordinator (if applicable)
Fiscal Officer
Executive Director**
	3 bids recommended
	Purchase

Order

	$25,001 > 
	Program Coordinator (if applicable)
Fiscal Officer
Executive Director

Audit Com. & Board of Directors
	Formal bid solicitation

3 bids recommended
	Purchase

Order



*POs are also required if the total amount of goods and services purchased from a vendor at one time exceeds $200, regardless of the unit cost.  Also, all Weatherization purchases that will be charged to a client’s home, regardless of unit cost, require a PO.  See Web-Purchasing Policy & Procedures for details.
** The Executive Director can designate one other staff member to approve requisitions, in his absence, by turning on the out-of-office feature in the Webportal.
*** Exception: 1) All airfare costs must have 3 written or internet quotes regardless of the cost.
Purchase Orders are not required for: 1)Reoccurring operational expenses (phone, utilities, etc.) or 2) Any contractual agreement signed by the Executive Director.

The Executive Director is authorized to enter into any contract on behalf of North Iowa Community Action Organization (NICAO). Contracts and potential purchases over $25,000 must be reviewed and approved by NICAO’s Audit Committee and the NICAO Board of Directors. 

Petty Cash
NICAO will provide funds for valid, minor office expenditures under $100 per item.  This does not include travel for employee advances. See the Petty Cash Policy for further explanation.

Use of Web Purchasing / Purchase Orders

NICAO utilizes a web purchasing requisition/purchase order system. A properly completed requisition/purchase order shall be required for each purchase decision in excess of $100, with the exception of: 1) travel advances and expense reimbursements, which require the preparation of a separate form described elsewhere in this manual and 2) credit card purchases; all credit card purchases require a requisition/PO.
Requisition/POs are also required if the total amount of goods and services purchased, not unit cost, is in excess of $200.  
All purchases must have proper documentation.  See Web Purchasing / PO internal policies for specific procedure detail.  
Purchase orders are used to give a vendor approval to sell to NICAO, control expenses and track costs.  Purchase orders need to be issued and approved prior to the purchase.   A purchase order shall contain the following information, at a minimum:

· Date purchase order was prepared 

· Vendor name and address

· Units ordering, item specifications
· Unit cost and net price per item
· Estimated shipping costs (if determined)
· Total amount of order

· Program receiving goods or services

· Ship to address
· Source of funding (if applicable)

· Special conditions (if applicable)

· Authorized approving signature
Purchase orders are generated by the fiscal office and placed in an outstanding PO file.  Vendors can be issued a PO upon request from the fiscal office.
Purchase orders specifically for construction vendors, including tune & cleans and furnace/appliance replacements or repairs will be allowed change order increases adding to the original PO cost.

Vendor charge accounts for NICAO cannot be set up without prior approval from the Fiscal Officer. Items approved by purchase order can be billed to an approved vendor charge account.  If NICAO doesn’t have a vendor charge account for the purchase, item(s) under $2,500 can be charged to the program’s assigned credit card, using the proper purchasing policy procedures.  The program must stay within their allotted card limit.  Requisitions/POs must note if a credit card is being used for payment.
To start the purchase order process, a requisition will be requested by a staff member designated user on the Web Portal.  Approval rules have been defined in the accounting program to correspond with our policies.  Program Coordinators will receive an e-mail notifying them that there is a request to approve a purchase.  The Coordinator will verify that the purchase is needed and check the program account codes.  Once this is verified they will approve the requisition.  Notification is then sent to the Executive Director and, if applicable, the Fiscal Officer for approvals.  The approver can designate one other staff member to approve requisitions, in his or her absence, by turning on the out-of-office feature.  The approver will review these approvals when he or she returns.
Once the final approval is received from the Executive Director, the fiscal office will generate the Purchase Order.  The item(s) can then be purchased.  See Web Purchasing for full details of completing this process.

Exception:  The Executive Director may approve the use of a paperless online purchasing system for a specific vendor.  Currently supplies can be purchased online without using our purchase order form, the Program Coordinator or approved designee submits their request to the online program and then requests approval from the Executive Director.  Once he has approved the purchase, the fiscal staff will receive an e-mail detailing approved purchase(s).  Fiscal staff will print out the online purchase order and file in the “orders outstanding” file.
The duties of personnel in the purchase process will be segregated to ensure compliance with these policies and procedures, to ensure budget limitations are not exceeded, and to ensure accuracy of purchases and the safeguarding of agency assets.

FORMAL BIDS – Request for Proposals (RFP)
Formal bids (RFPs) are needed for large purchases (more than $25,000) and should provide for all of the following:

1) A clear and accurate description of the technical requirements for the material, product or service to be procured.  Descriptions shall not contain features which unduly restrict competition. 

2) Requirements which the bidder must fulfill and all other factors to be used in evaluating bids or proposals. 

3) Technical requirements in terms of functions to be performed or performance required, including the range of acceptable characteristics or minimum acceptable standards. 
4) The specific features of "brand name or equal" descriptions that bidders are required to meet when appropriate. 

5) Preference, to the extent practical, for products and services that conserve natural resources and protect the environment and are energy efficient. 

6) Preference for recycled products pursuant to EPA guidelines.
7) A description of the format, if any, in which proposals must be submitted, including the name of the person to whom proposals should be sent. 

8) The date by which proposals are due.

9) Required delivery or performance dates/schedules.

10) Clear indications of the quantities requested and unit(s) of measure.

Solicitations should provide for sufficient time to permit the preparation and submission of offers before the specified due date. 

Vendor proposals are considered late if received after the due date and time specified in the solicitation. Late proposals shall be so marked on the outside of the envelope and retained, unopened, in the procurement folder.  A postmark date shall determine if the due date is met.
Special Purchasing Conditions

A)  Emergencies
When equipment, materials, parts, and/or services are needed, quotes will not be necessary if the health, welfare, safety, etc., of staff or clients and protection of the organization’s property is involved.

Emergency purchases may, at times, have to be made by the person responsible for the program or activity.  Such situations call for discretion and sound judgment on the part of the responsible person. An emergency purchase will be made in accordance with the procedures section.  

If the costs of such purchases are small enough to be covered by petty cash, that should be the chosen course of action.  If the purchase cost exceeds the petty cash account limit, the responsible person may secure such services after first e-mailing or calling the Executive Director or Fiscal Officer for verbal approval.  This purchase must be entered as a requisition in Web Purchasing within 2 days of the approval.  The requisition & PO must indicate there was verbal approval.   If there is any question concerning the definition of a situation as an emergency,  e-mail or verbal approval must be sought from the Executive Director or Fiscal Officer.

B)   Single Distributor/Source
Sole source purchases will be made only when solicitation of multiple vendors is not feasible and one of the following conditions apply:

· The item or service is only available from one source,

· The situation is a public emergency,

· The awarding agency approves the purchase, or

· Competition is deemed inadequate (insufficient bidders).
Approval from the funding agency may be necessary if the purchase is greater than or equal to a contract equipment requirement.
Vendor Files and Required Documentation

The Accounting Department shall mail a blank Form W-9 to applicable 1099 vendors and request that the vendor complete and sign the W-9 (or provide equivalent, substitute information) and return it in the postage-paid envelope provided. Completed, signed W-9 Forms or substitute documentation shall be filed in a 1099 notebook/folder.  Vendor’s who do not comply with this request, shall have payments withheld until a signed Form W-9 is received.
Receipt and Acceptance of Goods

Staff shall inspect all goods received. Upon receipt of any item from a vendor, the following actions shall be taken:

1) Verify the quantity of boxes/containers with the packing slip/invoice.
2) Examine boxes/containers for exterior damage and note on the packing slip/invoice of any discrepancies (missing or damaged boxes/containers, etc.).
3) Sign and date the packing slip or invoice.
4) Remove the packing slip from each box/container.
5) Compare the description and quantity of goods per the purchase order to the packing slip/invoice.
6) Enter the number of items received, for each item, in the Web Purchasing program – under the receiving tab.  Print out this page to attach to the invoice.
This inspection must be performed in a timely manner to facilitate prompt return of goods and/or communication with vendors.

After acceptance of goods, proper requisition/purchase order documentation is required.  See Web Purchasing / PO internal Policy for list.
When a partial shipment is received, determine approximately when the remainder of the order will be received.  If items are to be received within a week, hold the Received PO document until all merchandise has been received, then forward it with the invoice to the Central Office. 

If items that haven’t been received are not expected to be received within a week, create a receipt for only those items that were received and submit the Received PO document.  When the backordered items are received, create an additional Received PO document, using the original PO, and submit as usual.
Provisions Included in All Contracts (A-110 Appendix A)
NICAO includes all of the following provisions, as applicable, in all contracts charged to Federal awards (including small purchases) with vendors and subgrants to grantees:

1.
Equal Employment Opportunity:  All contracts shall contain a provision requiring compliance with E.O. 11246, “Equal Employment Opportunity,” as amended by E.O. 11375, “Amending Executive Order 11246 Relating to Equal Employment Opportunity,” and as supplemented by regulations at 41 CFR part 60, “Office of Federal Contract Compliance Programs, Equal Employment Opportunity, Department of Labor.”

2.
Copeland “Anti-Kickback” Act (18 U.S.C. 874 and 40 U.S.C. 276c):  All contracts and subgrants in excess of $2,000 for construction or repair awarded by NICAO and its subrecipients shall contain a provision for compliance with the Copeland “Anti-Kickback” Act (18 U.S.C. 874), as supplemented by Department of Labor regulations 29 CFR part 3, “Contractors and Subcontractors on Public Building or Public Work Financed in Whole or in Part by Loans or Grants from the United States.” This Act provides that each contractor or subrecipient shall be prohibited from inducing, by any means, any person employed in the construction, completion, or repair of public work, to give up any part of the compensation to which he or she is otherwise entitled. NICAO will report all suspected or reported violations to the Federal awarding agency.

3.
Davis-Bacon Act, as amended (40 U.S.C. 276a to a-7):
If included in the Federal agency’s grant program legislation, all construction contracts of more than $2,000 awarded by NICAO and its subrecipients shall include a provision for compliance with the Davis-Bacon Act (40 U.S.C. 276a to a-7) and as supplemented by Department of Labor regulations (29 CFR part 5, “Labor Standards Provisions Applicable to Contracts Governing Federally Financed and Assisted Construction”). Under this Act, contractors are required to pay wages to laborers and mechanics at a rate not less than the minimum wages specified in a wage determination made by the Secretary of Labor. In addition, contractors shall be required to pay wages not less than once a week. NICAO will place a copy of the current prevailing wage determination issued by the Department of Labor in each solicitation and the award of a contract shall be conditioned upon the acceptance of the wage determination. NICAO shall also obtain reports from contractors on a weekly basis in order to monitor compliance with the Davis-Bacon Act. NICAO shall report all suspected or reported violations to the Federal awarding agency.

4.
Contract Work Hours and Safety Standards Act (40 U.S.C. 327-333): All contracts awarded by NICAO in excess of $2,000 for construction contracts and in excess of $2,500 for other contracts that involve the employment of mechanics or laborers shall include a provision for compliance with Sections 102 and 107 of the Contract Works Hours and Safety Standards Act (40 U.S.C. 327-333), as supplemented by Department of Labor regulations (29 CFR part 5). Under Section 102 of the Act, each contractor is required to compute wages of every mechanic and laborer on the basis of a standard work week of 40 hours. Work in excess of the standard work week is permissible provided that the worker is compensated at a rate of not less than 1-1/2 times the basic rate of pay for all hours worked in excess of 40 hours in the work week. Section 107 of the Act is applicable to construction work and provides that no laborer or mechanic shall be required to work in surroundings or under working conditions that are unsanitary, hazardous, or dangerous. These requirements do not apply to the purchases of supplies or materials or articles ordinarily available on the open market, or contracts for transportation or transmission of intelligence.

5.
Clean Air Act (42 U.S.C. 7401 et seq.) and the Federal Water Pollution Control Act (33 U.S.C. 1251 et seq.), as amended: Contracts and subgrants of amounts in excess of $100,000 shall contain a provision that requires the recipient to agree to comply with all applicable standards, orders or regulations issued pursuant to the Clean Air Act (42 U.S.C. 7401 et seq.) and the Federal Water Pollution Control Act, as amended (33 U.S.C. 1251 et seq.). Violations shall be reported to the Federal awarding agency and the Regional Office of the Environmental Protection Agency (EPA).

6.
Byrd Anti-Lobbying Amendment (31 U.S.C. 1352): For all contracts or subgrants of $100,000 or more, NICAO shall obtain from the contractor or subgrantee a certification that it will not and has not used Federal appropriated funds to pay any person or organization for influencing or attempting to influence an officer or employee of any agency, a member of Congress, officer or employee of Congress, or an employee of a member of Congress in connection with obtaining any Federal contract, grant or any other award covered by 31 U.S.C. 1352. Likewise, since each tier provides such certifications to the tier above it, NICAO shall provide such certifications in all situations in which it acts as a subrecipient of a subgrant of $100,000 or more.

7.
Debarment and Suspension (E.O.s 12549 and 12689):
For all contracts in excess of the small purchase threshold fixed at 41 U.S.C. 403(11) ($100,000 in 2005), NICAO shall obtain from the contractor a certification that neither the contractor nor any of its principal employees are listed on the General Services Administration’s List of Parties Excluded from Federal Procurement or Nonprocurement Programs.

8.        Remedies: All contracts in excess of the small purchase threshold fixed at 41 U.S.C. 403(11) ($100,000 in 2005) shall contain contractual provisions or conditions that allow for administrative, contractual, or legal remedies in instances in which a contractor violates or breaches the contract terms.
9.        Non-Discrimination: Vendors/contractors will not discriminate against

           any employee or applicant for employment because of race, religion, 
           color, sexual orientation or national origin, except where religion, sex, or 
           national origin is a bona fide occupational qualification reasonably
           necessary to the normal operation of the vendors/contractors.

10.
Termination:  All contracts in excess of the small purchase threshold fixed at 41 U.S.C. 403(11) ($100,000 in 2005) shall contain suitable provisions for termination by NICAO, including the manner by which termination shall be effected and the basis for settlement. In addition, such contracts shall describe the conditions under which the contract may be terminated for default as well as conditions where the contract may be terminated due to circumstances beyond the control of the contractor.

Vendor Certification:

My signature acknowledges that I have reviewed and understand the above contract requirements.  My company is in compliance with all applicable items stated above.

_______________________________

______________

   Vendor Signature





Date[image: image1.png]



PAGE  
13

