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CHAPTER 5 – OTHER PROCUREMENT

SECTION 2 – SMALL PURCHASES (LESS THAN $100,000)
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CHAPTER 5 – OTHER PROCUREMENT

SECTION 2 –SMALL PURCHASES (Not to Exceed $100,000)

5.2.1.  PURPOSE:  The purpose of this guidance is to document general policies and procedures applicable for miscellaneous small construction projects using purchase orders in accordance with FAR Part 13, Simplified Acquisition Procedures.

5.2.2. POLICY:

ADVANCE \R 36.0a. Procurement of construction services by purchase order, DD Form 1155, is authorized where the total purchase order cost is $100,000 or less in accordance with FAR 13.003 .  This procedure should simplify procurement of construction services, thereby reducing administrative costs, time, and workload by the elimination of the necessity for preparing formal contracts.  Costs of design/developing the scope of work are not included in this limit and should be funded separately by PM requesting the work. 

ADVANCE \R 36.0b. Construction requirements aggregating more than $100,000 should not be broken down into several purchases that are less than $100,000 merely to permit the use of the purchase order procedure.  Splitting projects into multiple, repetitive projects in order to accomplish larger scopes of work runs afoul of FAR 13.003.
ADVANCE \R 36.0c. Administrative Contracting Officers (ACO’S) and Contracting Officer Representatives (COR’s), may be appointed for each construction purchase order. They may be appointed to utilize the same general authorities, policies and procedures currently in place for construction contract administration. Changes within the scope of an existing purchase order contract can be made by modification using the contingency funds.  The amount of the changes shall not cause the total purchase order cost to exceed $100,000.  Modifications will be made utilizing SF30.  

d. Projects, depending on their urgency, between $25,000 and $100,000 may be advertised in the FEDERAL TECHNICAL DATA SYSTEM (FEDTEDS) for a period of 21calendar days or EDI for 5 working days.  The advertising method and period for all projects will be coordinated with PM and CT prior to requesting proposals.  Projects greater than $3,000 requires obtaining two to three sealed proposals for the work.  Projects less than $3,000 require a single proposal to award a purchase order.  Projects may also be procured non-competitively by using an 8A contractor without advertisement.  Proper coordination/completion of Form DD 2579, Small Business Coordination Record is required.

5.2.3.  PROCESS AND PROCEDURES:  The procedures to be followed from receipt of the request for construction service, through solicitation of offers and award of the purchase order are described below:

ADVANCE \R 36.0a. USER REQUEST:  The request will originate at User level and contain the following items:  Point of Contact, Location, Unit, Expected use, source of funds/fund cite, and Scope of Work.  The request will be forwarded to the Corps of Engineer Area/Resident/Project office or responsible PM as applicable.  If the potential project meets Small Project requirements, action will be initiated for design (if needed) and solicitation.  All requests from the user received at the field office level will be fully coordinated with PM, OC, and CT for proper use of funds prior to initiating any contractual action.
ADVANCE \R 36.0b. SOLICITATION:  

ADVANCE \R 72.0
ADVANCE \R 72.01) REQUISITIONING:




OCONUS (SAM Only) – After approval and tasking by the responsible PM, the Resident/Project Office (RE/PE) will forward the user request and a complete scope of work and a rough order magnitude of costs (ROM), to CD-LA.  CD-LA will forward and coordinate the request to PM-LA.  PM-LA will then prepare a CEFMS DA Form 3953 PR&C and send the package to CT-C.




CONUS - PM will prepare a CEFMS DA Form 3953 “PR&C” package and obtain the Davis-Bacon wage rates.  The Resident/Project Office prepares the package to include a Statement of Work indicating the period of performance, a rough order magnitude of costs (ROM), and suggested sources if any. See Exhibit 5.2A.
ADVANCE \R 72.02) ADVERTISING FOR QUOTES 

ADVANCE \R 72.0


ADVANCE \R 72.0
a)  OCONUS (SAM Only) - $25,000-$100,000:  The Resident/Project Office prepares the Request for Quotation, SF 18, (RFQ), or letter of RFQ, and advertises*.  Normally, 21 days or less will be allowed for the receipt of quotations (depending on the complexity of work).  The RFQ register will be maintained at the Resident/Project Office and a copy of the RFQ will be sent to CD-LA and CT-C when issued.    (*Projects will be routed to PM-LA for simultaneous advertising by CT-C in the FEDTEDS or EDI if necessary.  Proposals will be received at the PE/RE offices for evaluation/negotiation.  Not more than a total of 26 calendar days is estimated for advertisement.

NOTE: Award will be made five (5) working days after appearance in EDI.  Award will be made based on a Written Quotation.  All responses to EDI should be directed to _________________(fill in with contract specialist name, phone number, P. O. Box 2288, Mobile, AL 36628-0001.  When EDI is used, this statement should be included in the electronic quote.)




b)  OCONUS (SAM Only) - Less Than $25,000:  The Resident/Project Office will prepare the Request for Quotation, SF 18, (RFQ), or letter of RFQ.  Normally, 3-14 calendar days will be allowed for the receipt of quotations (depending on the complexity of work).  The RFQ register will be maintained at the Resident/Project Office and a copy of the RFQ will be sent to CD-LA and CT-C when issued. The Resident/Project Engineer, through the Area Engineer, will select the contractors considered responsible and best qualified to satisfactorily complete the government requirements and provide the RFQ to those contractors only.  Under the small purchase procedure, it is not necessary to advertise the requirements.  However, quotations should generally be solicited from a responsible number of sources (usually 2 or more) to promote competition to the maximum extent practicable and ensure that the purchase is advantageous to the government.  If the Resident/Project/Area Engineer determines that only one source is reasonably available or for some other compelling reason that solicitation from one contractor is justified, such justification should be included as an attachment to the purchase requisition request.  Solicitation from one source is not authorized without the prior approval of the Contracting Officer.

                                    c)  CONUS - $2,000-$100,000:  Contracting Office prepares the Request for Quotation, SF 18, (RFQ), and advertises.  Normally, 10 - 15 calendar days or less will be allowed for the receipt of quotations (depending on the complexity of work), especially if hard copy SF 18’s with drawings are used for soliciting purposes.  However, if the Electronic Data Interchange (EDI) is used, 5 - 7 working days will be allowed for advertisement. When the quotes are received they will be reviewed for fairness and reasonableness when compared to the (ROM) and to each other.  The PM will be consulted for an award recommendation. PM should coordinate with the CD field office when appropriate. A pre-award survey may be performed by Contracting Office if deemed necessary, i.e. new companies.

ADVANCE \R 72.0

ADVANCE \R 72.03) OCONUS EVALUATION: Upon receipt of quotations, they will be evaluated by the Resident/Project COR and forwarded to the Area Office, CD-LA for review. The complete package from the PE/RE should include the scope of work, government estimate, RFQ, contractor(s) proposal(s), Price Analysis Memorandum (PAM) and recommendation for award.  CD-LA will forward the complete package and evaluation to PM-LA.   PM-LA will then have prepared a funding document and attach it to the CD-LA package with all quotations and the Resident/Project COR PAM containing a synopsis of the results and a recommendation for award to one contractor and forward this package to CT-C for review and award. 

ADVANCE \R 36.0c. AWARD:  

ADVANCE \R 72.01) OCONUS (SAM Only) (fax signatures are allowed) - CT-C prepares and the Contracting Officer signs the DD1155 and an Award letter. PM-LA will forward both to CD-LA where it will be forwarded to the appropriate Resident/Project Office to obtain the Contractor’s acknowledgment signature on the DD1155 and Award Letter.  The Resident/Project Office will then forward these documents signed by the Contractor to CD-LA for review. CD-LA will then forward copies to PM-LA to forward to CT-C.  The Resident/Project ACO will establish the actual construction completion date by issuing a bilateral SF30 Mod to the contractor. (NOTE: CT-C is the Office of Record and must have interim copies of all SF30 modification documents with signatures on file.  The field office will maintain a working file with all original correspondence and admin files maintained at CD-LA until contract close-out and then CD-LA will forward the entire original purchase order administration file to CT-C for record management purposes.) The ACO will sign and forward two (2) originals of the Notice to Proceed (NTP) letter to the Contractor, along with duplicates of the DD1155 and the SF 30 if applicable.  The ACO will then forward the NTP acknowledgement with the contractor’s signature to PM-LA to forward to CT-C for the interim contract file. The ACO/COR will obtain and approve the contractor’s Safety Plan prior to issuance of the NTP and prior to commencing any actual construction work.


- PM will prepare a Notice of Contract Award 1909r and distribute to CD-LA.


- CD-LA will input the project into RMS.

ADVANCE \R 72.0


2) CONUS – Contracting Office will then make full distribution of the Purchase Order Award Package to include the ACO/COR and the PM. Upon receipt in Contracting Office and after legal approval of the contractor’s bonds, corporate certificates and insurance, Contracting Office will E-mail the CD field office so that a pre-construction conference may be planned. The CD field offices will in turn E-mail Contracting Office to request issuance of the NTP. The Contracting Officer will then forward two (2) originals of a signed NTP letter to the Contractor. The ACO/COR and the PM will be furnished a simultaneous copy of the NTP for informational purposes. Upon receipt in Contracting Office of a contractor acknowledged NTP, a copy will be faxed to the CD field office. The contractor’s acknowledgment date establishes the contract completion date. The ACO/COR will obtain and approve the contractor’s Safety Plan prior to commencing any actual construction work. (NOTE: Contracting Office is the Office of Record and must have interim copies of all SF30 modification documents with signatures on file.  The field office will maintain the original file during administration until contract close-out and then forward the entire original purchase order administration file to Contracting Office for record management purposes.)   

ADVANCE \R 36.0d. ADMINISTRATION:  Ongoing construction will be inspected and administered (business as usual) by the ACO/COR team.  The User will be advised of inspection times and invited to attend.  Final acceptance of work (including final payments) will be tracked using RMS.
5.2.4.  PAYMENT: All progress payments shall be made using the ENG Form 93 in RMS/CEFMS. The payment terms for CONUS are 14 days.  The payment terms for OCONUS are 21 days.  Prompt payment certificates may be required.  Payments will be mailed to an APO address designated by the Contractor for OCONUS awards, or through other arrangements. CONUS payments shall be made as for any other construction contract. (Remittance information to be included on the DD 1155)

5.2.5.  SCHEDULING GUIDELINES OCONUS (SAM Only):
PROCESS

TASK



RESPONSIBILITY
      EST TIME

         (WORK DAYS)

Review/Design

Request

Review and Design

Resident/Project Office
   TBD

Prepare Request
Review and Prepare DA
Resident/Project Office
     5

ADVANCE \R 108.03953(CONUS), Scope, 

Estimate

Commit Funds

Prepare funding document
PM-LA 

                2

Solicitation

a) Prepare RFQ/Solicit
Resident/Project Office/CT
   26*




    ($25-100K)




b) Prepare RFQ/Solicit
Resident/Project Office
  3-14




    (Less than $25K)

Award


Evaluate & Submit memo
Resident/Project Office             3-5

ADVANCE \R 108.0Award



PM-LA/OC/CT-P

   3-5


* Preparation and advertisement in FEDTEDS is 5 + 21 days; EDI is 5 days
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