APPENDIX N - SMALL PURCHASE PROCEDURES FOR GOODS AND SERVICES

Manual for the Procurement & Management of Professional Services

9.2 Small Purchase Procedures for Goods and Services Other Than Professional
Services

When consultants make small purchases of goods and services other than professional
services that are directly billable to the project and are not expected to exceed $100,000,
the consultant should comply with the following procedures:

1. Purchases made pursuant to these procedures do not require public bid openings or
newspaper and eVA advertising

2. Small purchase procedures shall provide for competition wherever practicable

3. Single Quotation. (Up to $5,000) Where the estimated cost of goods or
nonprofessional services is $5,000 or less, purchases shall be made upon the receipt
of one (1) written or telephone (oral) quotation from at least one (1) DSBSD-certified
micro business, if available. Additional sources may also be solicited. A record of the
quotation shall be kept to document the name and address of the vendors contacted,
the item description or service offered, price quoted, delivery dates and F.O.B. point,
names of persons giving and receiving prices and the date the information was
obtained. If more than one quote is solicited, the award will be made to the lowest
responsive and responsible bidder

4. Unsealed Bidding. (Over $5,000 to $100,000) Solicit written bids or quotes for goods
and nonprofessional services from $5,000 to $100,000. Solicit four (4) valid sources,
including a minimum of four (4) DSBSD-certified micro businesses, if available, in
writing or electronically. A record of the solicitation and responses shall be kept. If
fewer than the required 9 - 4 number of sources are solicited, the reasons shall be
documented. The award will be made to the lowest responsive and responsible bidder

5. Unsealed Proposals (Over $5,000 to $100,000) Solicit written offers for goods and
nonprofessional services from $5,000 to $100,000 using an informal RFP. The
solicitation should include a cover sheet, a general description of what is being sought,
the factors and weights to be used in evaluation, any general terms and conditions
including unique capabilities or qualifications that will be required. Solicit four (4) valid
sources, including a minimum of two (2) DSBSD-certified micro businesses, if
available, by mail, fax, or electronically. All responses must be received at the
designated location by the date and hour stated in the solicitation. In lieu of an
evaluation committee, the buyer or end user may solely evaluate and rank offers.
Upon completion of the evaluation, negotiations shall be conducted with the offeror
selected. A record of the solicitation, the responses, and the evaluations shall be kept.
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If fewer than the required number of sources are solicited, the reasons shall be
documented

When purchases of goods and services other than professional services are expected to
exceed $100,000, it's not considered a small purchase procurement. Competitive sealed
bidding or competitive negotiation shall be used. Solicit from a minimum of six (6) valid
sources, including a minimum of four (4) DSBSD-certified micro businesses, if available.
Public advertisement is required.

See the DGS, DPS’s Agency Procurement and Surplus Property Manual, Chapter 3 & 5,
for additional information.
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