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April 1, 1999

Subject:  SIMPLIFIED ACQUISITION PROCEDURES

1.
PURPOSE.  To establish Federal Transit Administration (FTA) procedures and operating guidelines for Simplified Acquisition Procedures (SAP) which assure the most effective and efficient implementation of regulatory intent as set out in the Federal Acquisition Regulation (FAR), and supplemented by the Transportation Acquisition Regulation (TAR).  


2.
CANCELLATION.  This order cancels FTA Order 4207.1, "Small Purchase Procedures," dated 4-12-89.


3.
APPLICATION.  These procedures are applicable to all simplified acquisition transactions processed within FTA.  These procedures are not applicable to the acquisition of ADP equipment or services.


4.
REFERENCES.


a.
48 CFR, Chapter 1, Part 13, Federal Acquisition Regulation.


b.
48 CFR, Part 1213, Transportation Acquisition Regulation.


c.
FTA Order 1100.50B, "Federal Transit Administration Delegations of Authority," dated 6-12-97.


d.
FTA Order 4201.1, "Procurement Request Packages," dated 6-18-90.


5.
DELEGATION OF AUTHORITY.  The delegations regarding simplified acquisition transactions can be found in FTA Order 1100.50B, "Federal Transit Administration elegations of Authority."


6.
DEFINITIONS.


a.
Simplified Acqusition.  Refers to an acquisition of supplies, non-personal services and construction in the amount of $100,000 or less.


b. Simplified Acquisition Procedures.  Refers to established methods as defined by the FAR for making purchases of $100,000 or less using purchase orders, blanket purchase agreements, Governmentwide commercial purchase cards, or any other appropriate authorized method.

c.
Negotiation.  Refers to the term used for contracting through the use of either competitive or noncompetitive proposals and discussions.  Any contract awarded without using sealed bidding procedures is a negotiated contract.

d.
Blanket Purchase Agreement (BPA).  Refers to a written agreement between the Government and local vendor which allows procurement of supplies or services during a stated period on a "charge account" basis.


e.
Procurement Request.   Refers to a written request prepared on DOT Form F4200.1, "Procurement Request (PR)," from the FTA Cost Center Manager and authorized approving official which requests procurement of item(s) or service(s) for use within the respective FTA office.


f.
Purchase Order.  Refers to a document, which requests delivery of supplies or performance of services and which contains all of the terms and conditions that will govern the delivery of performance.  Issued only by the Contracting Officer, the purchase order, by itself, gives no assurance that the vendor will render the requested delivery or performance.  Only when the vendor accepts the purchase order does a binding two-party agreement come into being.


g.
Micro-Purchase.   Refers to an acquisition of supplies or services (except construction), the aggregate amount of which does not exceed $2,500.  Micro-purchases for construction are limited to $2,000.


7.
BACKGROUND.  The FAR prescribes simplified procedures for simplified acquisition in order to:


a.
reduce administrative costs; and


b.
improve opportunities for small business concerns.



Within this context and in keeping with the mandatory priority of sources for supplies and services (Attachment), this order establishes FTA procedures for processing simplified acquisition transactions.


8.
POLICY.  In accordance with FAR Subpart 13 and pursuant to the procedures prescribed herein, simplified acquisition purchases are, to the maximum extent practicable: 


a.
to be made by negotiation; and


b.
set aside for small business concerns over $2,500, and not exceeding $100,000.


9.
PROCEDURES. 


a. Preparation and Submission of Procurement Request.  Respective Cost Center Managers and authorized approving officials shall prepare a PR, specifically itemizing all purchases to be made and listing suggested supply source(s), if known.  


It must also be specifically marked as a Blanket Purchase Agreement, consistent with 


paragraph 9d below, if applicable.



The completed PR shall be submitted to the Office of Procurement for final review, approval, and initiation of the appropriate purchase documents.

The Office of Procurement shall initiate all purchases in accordance with the following criteria:


(1)
Purchases Not To Exceed Micro-Purchase Threshold of $2,500.  Purchases under $2,500 need not involve competitive quotations if prices quoted are considered by the Contracting Officer to be fair and reasonable.  Generally, however, the simplest and most effective means for determining price reasonableness is by evaluating competitive quotations.  For this reason, solicitation from three sources shall be obtained whenever practicable.  Additional methods for determining price reasonableness are comparison of proposed price to:


(a)
prices paid in the past (i.e., established within a period of one year or less, provided that such price was evaluated properly and represents a valid base for comparison);


(b)
catalog or list prices;


(c)
market prices; or


(d)
prices for similar items.


(2)
Purchases in Excess of the Micro-Purchase Threshold of $2,500.  All purchases over $2,500 exceeding the micro-purchase threshold require reasonable competition, i.e., require a sufficient number of quotations to assure that the procurement is fair to the Government (price and other factors considered using the administrative cost of the purchase and the potential benefits to be derived by the Government).  Any purchase of supplies or services that has an anticipated dollar value exceeding $2,500 and not exceeding $100,000, is reserved exclusively for small business concerns and shall be set aside.



Generally, solicitation from three sources is considered adequate.  If practicable, sources not included in previous solicitations should be requested to furnish quotations.



Reasonable competition can ordinarily be obtained without soliciting quotations from sources outside the "local trade area."  Solicitations should not be limited to well known and prominent firms; however, nor should they be solicited purely on a selective, personal preference basis.  Rather, new sources should be continually sought and, where appropriate, added to the list of available firms.


(a)
Factors in determining the number of quotations to be solicited include:


1 
The nature of the article or service to be purchased and whether it is highly competitive and readily available in several makes or brands, or is relatively noncompetitive;


2
Information obtained in making recent purchases of the same or similar items;


3
The urgency of the requirement;


4
The dollar value of the proposed purchase; and


5
Past experience concerning specific dealers' prices.


(b)
Both written or oral solicitation of quotations are authorized with respect to small purchases.


Written solicitations, however, are required for construction contracts over $2,000.  They should also be used for all purchases where:


1
The firms are located outside the local area, i.e., not within a 50-mile radius;


2
Complex specifications are involved, i.e., lacking specificity and precision;


3
A large number of items are included in a single proposed procurement; or


4
The use of oral quotations is not considered efficient.


(3)
Purchases in Excess of $10,000.  Contract actions expected to exceed $10,000, but not expected to exceed $25,000, shall be displayed in a public place, including on an electronic bulletin board, or any other appropriate electronic means located at the contracting office issuing the solicitation, an unclassified notice of the solicitation or a copy of the solicitation satisfying the requirements.



The notice shall include a statement that all responsible sources may submit a quotation which, if timely received, shall be considered by the agency.  Such information shall be posted no later than the date the solicitation is issued, and shall remain posted for at least 10 days or until after quotations have been open, whichever is later.



Simplified acquisition orders for publications and subscriptions will be processed on the PR form to provide for advance payment.  All other single purchase items/services will be processed by Purchase Order Form 


(OF-347/OF-348), except credit card transactions.


(4)
Purchases in Excess of $25,000.  Proposed contract actions expected to exceed $25,000, shall be synopsized in the Commerce Business Daily, (CBD).



Contract actions expected to exceed $25,000, shall be processed in accordance with FTA Order 4201.1, "Procurement Request Packages."


b.
Noncompetitive Actions.   The originating office shall prepare the Justification for Other than Full and Open Competition and the related Market Search Evaluation Criteria, to support all single-source requests and submit these two documents with the PR package to the Office of Procurement.  The Office of Procurement will then conduct a market search by synopsizing simplified procurements valued over $25,000 including evaluation criteria, in the CBD and transmit responses back to the originating office for evaluation.  If more than one firm is found to be capable of  performing the work, the Office of Procurement will solicit the procurement on a competitive basis.  If no additional firms are identified, the PR package will be forwarded to the Director, Office of Procurement, for approval/disapproval of the Justification for Other Than Full and Open Competition.  


The notice shall include a statement that all responsible sources may submit a quotation which, if timely received, shall be considered by the agency.


c.
Blanket Purchase Agreement (BPA).


(1)
The Contract Specialist will review specifications and other data submitted by the requestor to determine if a BPA is an appropriate method for procuring item(s) or service(s) and, if so, will initiate the transaction and prepare the BPA on a Purchase Order form (OF-347).


(2)
The respective Cost Center Manager of the ordering office must document each call placed under the BPA to show that he/she and the vendor agree on the terms of the purchases.


(3)
At the time of delivery, the Cost Center Manager must create a record of sale and receipt showing item/service to be delivered, BPA number, call number, financial code chargeable, and date and signature of person receiving delivery.


(4)
To ensure procedural compliance with the FAR, the Office of Procurement will conduct an annual review of BPA files maintained by the cost center managers.  This review will be conducted on a random sample basis.








(Original signed by Gordon J. Linton)








Gordon J. Linton


Administrator


ATTACHMENT


PRIORITY SOURCE FOR SIMPLIFIED ACQUISITION OF

SUPPLIES AND SERVICES 


SUPPLIES


1.    
Activity inventory


2.
Excess property of other agencies or departments, as listed in General Services Administration (GSA) bulletins and catalogs.


3.
UNICOR (Federal Prison Industries) catalog, Schedule of Products Made in Federal Penal and Correctional Institutions.


4.
Procurement Lists of the Committee for Purchase from the Blind and Other Severely Handicapped.


5.*
GSA Stock Program and other wholesale suppliers such as Defense Logistics Agency, Veterans Administration, and Military Inventory Control Points.


6.
Mandatory Federal Supply Schedules.


7.
Optional Use Federal Supply Schedules.


8.
Open-market commercial suppliers (including educational and nonprofit institutions).


SERVICES


1.
Procurement Lists of the Committee for Purchase from the Blind and Other Severely Handicapped.


2.
Mandatory Federal Supply Schedules and mandatory GSA Term Contracts for Personal Property Rehabilitation.


3.
Optional Federal Supply Schedules and optional GSA Term Contracts for Personal Property Rehabilitation.


4. UNICOR (Federal Prison Industries) Catalog, Schedule of Products Made in Federal Penal and Correctional Institutions or other commercial sources (including educational and nonprofit institutions).

*
Under Federal Property Management Regulations (Temporary Regulation E-90), effective 8-01-88.


*
Under Federal Property Management Regulations (Temporary Regulation E-90), effective 8-01-88:


Distribution:
FTA Headquarters Offices (T-W-2)
OPI:
Office of Procurement


FTA Regional Offices (T-X-2)


