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Procurement Policy Purpose

This document provides guidelines regarding the procurement, purchase, inventory and disposal of equipment and
property purchased with U.S. Department of Labor funds. This policy seeks to align with the CRWDB Virginia

Career Works- Crater Region policy and procedures with the grant recipient, City of Petersburg, and the
Commonwealth of Virginia.

Reference

$2-391 of the Code of Petersburg

Virginia Workforce Letter VWL #16-08

OMB Uniform Guidance Subpart D — 2 CFR 200.311- 200.326

Definitions

Real Property: Land, including land improvements, structures and appurtenances thereto, excluding movable
machinery and equipment.

Personal Property: Property of any kind except real property. It may be tangible (having physical existence) or
intangible (having no physical existence such as patents, inventions, and copyrights).

1. Equipment: Nonexpendable Personal Property: An article of nonexpendable, tangible personal
property having a useful life of more than one year and an acquisition cost which equals or exceeds
$5,000, including all costs related to the property’s final intended use.

2. Expendable Personal Property: All tangible/intangible personal property other than nonexpendable
personal property. Expendable personal property would include all tangible and intangible personal
property having a useful life of less than one year and an acquisition cost of less than $5000.

Fair Market Value:
® For Sale purposes: The selling price of an item that is sold through auction, advertisement, or a
dealer.

e For purposes of authorizing the sub-recipient to retain equipment for use after grant award
expiration: The value of similar items that are offered for sale, using the selling price if known.
Acquisition Cost of Purchased Nonexpendable Personal Property: The net invoice unit price of the property
including the costs of modifications, attachments, accessories, or auxiliary apparatus necessary to make the property
usable for the purpose for which it was acquired. Other charges, such as transportation or installation charges,
taxes, duty or protective in-transit insurance will be included or excluded from the acquisition cost in accordance
with the contractor’s regular accounting practices.

Excess Property: Property under the control of a Federal agency which, as determined by the head thereof, is no
longer required for its needs.
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Federally Owned Property: Government furnished property or property acquired with federal funds to which the
Government holds title.

Exempt Property: Tangible or intangible personal property acquired in whole or in part with Federal funds, title to
which is vested in the recipient without further obligation to the Federal government.

Description

In order to ensure the CRWDB obtains high quality services, supplies and equipment at a reasonable cost and to
ensure reasonable competitiveness among potential providers, purchases made by the CRWDB will be in
accordance with OMB Uniform Guidance. In addition, any regulations and requirements established by the VCCS,

DOL, or grant funder will apply if funds are provided from those agencies. Procurement will meet grant recipient
requirements as well.

Procedure for Purchases

A. PURCHASES

Requirement
Sub recipients must request written prior approval from the Virginia Community College System
(VCCS) and Department of Labor (DOL) for equipment purchases with a per unit cost of $5,000 or
more. Lack of written prior approval for purchases may result in disallowed costs.

Purchase Considerations

The following considerations should be made prior to requesting approval from the VCCS and DOL to
utilize Workforce Innovation and Opportunity Act or any federal or state funds for the purchase of
equipment:

o Is this purchase necessary and reasonable?

o Why is the purchase needed?

Have the best products been selected?

What procurement method will be used?

Was a lease option considered in lieu of the purchase?

What other costs are associated with the purchase?

Is there a cost sharing agreement if multiple partners will share the cost of the purchase? If
S0, a cost sharing schedule must be provided with the purchase approval request. NOTE:
The sub-recipient must obtain prior approval regardless of the portion of the equipment
purchase that is allocated to Workforce Innovation and Opportunity Act funds or DOL.

© O O 0 ©°

Requesting a Purchase
VCCS Equipment purchase: For equipment purchases over $5,000, CRWDB must submit a signed hardcopy

Equipment Purchase Approval Request, along with supporting documentation, to the VCCS Workforce
Development Services (WDS) Resource Administrator.

DOL Equipment purchase: Request submitted to federal field officer with a description of equipment, purpose
and use of equipment and location of equipment.

The CRWDB Executive Director and Finance Director are responsible for coordinating contractor activities:
contractor selection for the delivery of employment and training services; the purchase of equipment and
supplies; maintenance of records and inventories; and issuing and maintaining appropriate contractor
purchasing and property procedures.

The Chief Elected Officials, CRWDB and Executive Director are responsible for ensuring that procurement

procedures have been established and will periodically review adherence to established procurement
procedures.
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CRWDB employees will avoid organizational and personal conflict of interest, or the appearance of conflict of
interest, in the procurement of goods and services and in the administration of state/federal funds. CRWDB
employees shall neither solicit nor accept from any bidder, offeror, contractor or subcontractor anything of more
than nominal or minimal value.,

The Executive Director shall have the authority to approve purchases that are within the framework of the
annual budget. Prior approval, from the Executive Director, is necessary before an employee may make
purchases. The CRWDB Executive Committee and Chief Elected Officials must approve expenditures outside
of the annual budget.

Summary from OMB Uniform Guidance
Reference
OMB Uniform Guidance - 2 CFR Part 200.320 b-5

PURCHASING THRESHHOLDS

a. Purchases of $2500 or less - delegated to using CRWDB Executive departments through the use of the
$2500 or less.

b. Purchases over $2500 but less than $10,000 - competition must be sought from a minimum of two valid

sources. Using departments/agencies must forward the written documentation of quotes along the purchase
requisition to the Purchase Office. At a minimum, the following shall be included on the requisition and/or quote:
include price, vendor name, diversity designation, telephone number, payment terms, delivery date, freight/shipping
costs, vendor contact and date of quotation. Award shall be made to the lowest responsive bidder.

¢ Purchase of $10,000 but less than $30,000 - competition must be sought from a minimum of three valid
sources. Quotations shall be document. Should it be determined that it would be more appropriate to use an
Informal Request for Proposal process, then the Purchasing staff may use the process outlined in Section I11.D. 2 of
the Grant Recipient policy and procedures manual.

d. Purchases of $30,000 but less than $50,000 - for this category, the Purchasing Office is solely responsible
for obtaining quotes on behalf of the end user. Competition must be sought from a minimum of four valid sources,
in writing.

e. Purchases of $50,001 and above — for this category, the procedures for procuring professional services
and selected goods and non-professional services through competitive negotiation when the estimated sum of
an individual purchase or the estimated aggregate or sum of all phases reaches or exceeds $50,000 as based
upon the Grant Recipients - §2-427- $2-422 of the Code of Petersburg.

Competitive Sealed Bidding are publicly solicited and a firm fixed price contract (lump sum or unit price) is
awarded to the lowest responsible bidder whose bid, conforming with all the material terms and conditions of the
invitation for bids, is the lowest in price. Bids must be solicited from an adequate number of known suppliers,
providing them sufficient response time prior to the date set for opening the bids and the invitation for bids, which
will include any specifications and pertinent attachments, must define the items or services in order for the bidder to
properly respond.

Procurement by competitive Negotiations. The technique of competitive proposals is normally conducted with more
than one source submitting an offer, and either a fixed price or cost-reimbursement type contract is awarded. It is
generally used when conditions are not appropriate for the use of sealed bids. Requests for proposals must be
publicized and identify all evaluation factors and their relative importance. Any response to publicized requests for
proposals must be considered to the maximum extent practical, proposals must be solicited from an adequate
number of qualified sources, the non-Federal entity must have a written method for conducting technical
evaluations of the proposals received and for selecting recipients and contracts must be awarded to the responsible
firm whose proposal is most advantageous to the program, with price and other factors considered.
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