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General 

All Departmental purchases shall comply with the requirements of Chapter 34 RSMo; rules and regulations delineated in 1 CSR 40-1.010 through 1 CSR 40-1.090; the Department Procurement Authority Delegation and Procedures (delegation); SAM II policies and procedures; and Departmental policy and procedures.  

The Division of Administration, Bureau of Financial Services – Procurement Unit is responsible for managing procurement activities for the Department.  The Procurement Unit will act as the liaison between the Department and the Office of Administration, Division of Purchasing and Materials Management (DPMM).  Department purchases totaling $25,000 or greater are administered by DPMM.  

All DHSS employees who are involved in making procurements of any type must be familiar with these requirements and procedures.  The Department Procurement Authority Delegation and Procedures (delegation) is available at http://oa.mo.gov/purchasing/procurement-authority.      

Department procurement personnel, evaluators, and any other persons involved in procurement decisions are prohibited from accepting for personal benefit: gifts, meals, trips, or any other item of significant value of a monetary advantage from a vendor.  

Federal and state laws, regulations, and policies require certain language to be included in contract documents.  These requirements will be discussed in greater detail in this manual.  Template documents with standard contract language are available on the Intranet under Forms/Purchasing and Contracting Forms.

Certain expenditure object codes as listed and defined in the SAM II Chart of Accounts Manual are exempt from the requirements of Chapter 34 RSMo.  For a complete listing of Exempt Object Codes, refer to the Chart of Accounts on the SAM II Financial Policies and Procedures website (http://samii.mo.gov/fin/p&p.html). 
Other Policies:

· Co-sponsorship – Administrative Policy 17.2 Organization Membership.

· Letter of Agreement for a Speaker, Consultant, Trainer, etc. – Financial Policy 1.3 Reimbursable Travel Expenses and Monthly Expense Report (Expenses for Non-DHSS employees).

· Memorandum of Understanding (MOU) / Memorandum of Agreement (MOA) – Financial Policy 3.1 Procedures to Apply for and to Accept Federal Grants, Revenue-Generating Contracts/Agreements and Memoranda of Understanding/Memoranda of Agreement.  

The following procedures have been developed to ensure the Department complies with the requirements of Chapter 34, the delegation, and all associated regulations, policies and procedures.  

Upon request, the Procurement Unit will provide training on procurement rules and regulations. To obtain information or request training, contact the Procurement Unit (573-751-6471).
Statewide Contracts

The DPMM has established contracts for use by any state agency throughout the state.  There are three types of statewide contracts:

· Mandatory Use – Commodities or services that are available on a mandatory statewide contract may not be purchased from any other source.  No purchase shall be made from another source if like or similar items are available from a mandatory contract, without prior approval from a Procurement Officer.

· Preferred Use – State agencies should use the established contract unless it is determined to be in the best interest of the State of Missouri for the state agency to obtain these services elsewhere.  Every attempt should be made to utilize these contracts.    

· Non-mandatory Use – Contracts available for state agencies usage.  

Statewide contracts are listed at http://archive.oa.mo.gov/purch/contracts/.  Contracts established for DHSS use only will not appear on the statewide listing.   

Prior to making a purchase, the Division must check to see if the commodities or services are available on an existing statewide contract.  Some commodities are stocked in the DHSS warehouse and are available for your use.  See Administrative Policy 21.7 – Warehouse Operations for more information.

Any item available from an existing contract must be entered on a SAM II Quick Price Agreement (PGQ) document, except for:

· Package shipping services (current contract with United Parcel Services)

· Fuel card services (current contract with Voyager Fleet Systems)
· Allowable purchases made using the State Purchasing Card.

Staff shall not place the order directly with the vendor without prior approval from a Procurement Officer in Procurement Unit.

If the item is not available on a statewide contract, see applicable section below for procedures for obtaining the commodities or services.  

Purchases of $3,000 or Less

Items not available from an existing contract and valued at $3,000 or less in a 12-month period may be purchased by completing a Invoice Routing/Approval Form (DH-59); SAM II Quick Payment Voucher (PVQ) document; a SAM II Quick Decentralized Purchase Order (PDQ); a Simplified Service Contract (SCS) document; or possibly by using the State Purchasing Card.  

Each Division determines the process its employees will use for these types of purchases and it is the employee’s responsibility to make sure they know the proper way to process these transactions within their Division.  Contact your Division’s Fiscal Liaison if information is needed on which process to use.  

**Issuing multiple orders to remain under the dollar threshold is not permitted. ** 

In the event that an additional purchase of the same or like items is required, but the additional purchase would cause the combined total of the orders to exceed $3,000 in a 12-month period, the Division must contact their Procurement Officer in Procurement Unit for review and approval of the procurement prior to placing an order. 

The DH-59/PVQ process may be used for commodities and services ($3,000 or less) and not on contract.  No purchase order is entered into the SAM II financial system.

1. The Division places the order directly with the vendor.  The order may be placed by phone, fax, or by using the DH-10 as the purchase order.  If using the DH-10, the Division may issue an internal purchase order number.  The suggested numeric format for an internal purchase order is L + 4 digit organization code + 2 digit fiscal year + sequential number (i.e., L555509001).

2. The Division keeps a copy of the purchase request (DH-10) for their files.

3. The Division receives and verifies the order. 

4. The Division receives an invoice for payment.  

5. The Division approves the invoice and completes a DH-59 or enters and approves a SAM II PVQ document.

6. The original documentation is submitted to the Bureau of Financial Services – Accounts Payable Unit for processing.  

The PDQ/SCS process is for commodities or services ($3,000 or less) not on contract.  A purchase order is entered into the SAM II financial system.  These documents are also used for commodities or services performed before a contract expired but the purchase order is entered into SAM II after the end date on the Price Agreement.  If a PDQ/SCS is entered after the Price Agreement end date, the Price Agreement number is entered in the Comment field on the Other Attributes tab.  

1. The Division enters a SAM II PDQ or SCS document.  The Division may not contact the vendor directly to place the order.

2. The document routes electronically for approvals to be applied by the Division ordering the commodities or services and then to the Division of Administration for final approval.

3. Purchase orders are printed out each day.  The Procurement Unit provides the vendor a copy of the purchase order and sends a copy of the purchase order to the Division.

4. The Division receives and verifies the order.  

5. The Division enters a SAM II Receiver (RC) document after commodities or services are received.  Each invoice must indicate the RC document number, the purchase order document number, the accounting line(s), the dollar amount(s), and “P” for partial or “F” for final (i.e., AL01 - $1,000 “P”).  

6. The original approved invoice is submitted to the Bureau of Financial Services – Accounts Payable Unit for processing.

Letters of Agreement

Letters of Agreement are a legally binding document created to confirm a purchase that requires a signature from the vendor in advance of the event.  Speakers and Co-sponsorships are the most common examples of a Letter of Agreement.  See Expenses for Non-DHSS Employees under Financial Policy 1.3 – Reimbursable Travel Expenses and Monthly Expense Report Form or Administrative Policy 17.2 – Association Memberships and Co-Sponsorship of Events for additional information.

1. The Division coordinates the details of the Letter of Agreement with the selected vendor.  The Letter of Agreement must detail the purpose and the date(s) covered by the agreement.  Any expenses billed to the Department (i.e., hotel, airfare) must be documented in the Letter of Agreement.  

2. Total costs, including honorarium, airfare, mileage, hotel, meals, etc., must be at or less than $3,000 (regardless of object code).  The Letter of Agreement must instruct the vendor to submit all receipts (except meals) with an itemized invoice.  

3. The Letter of Agreement shall include the standard invoice requirements such as the invoice must be billed to the Department and it must include the “Remit To” address for payment.  Invoice requirements can be found in the Code of State Regulations under 1 CSR 10-3.010 Preapproval of Claims and Accounts: Definitions/Examples.

4. The Division Director or authorized designee must sign the Letter of Agreement before it is sent to the vendor for signature.

5. Division staff receives and verifies the invoice.

a. If the invoice is submitted by an individual and only includes travel expenses, the vendor needs to complete a Monthly Expense Report form and Coding Detail form (DH-57 and DH-58).

b. If the individual’s reimbursement includes an honorarium or other non-travel items, a DH-59/PVQ is used.

c. If the payment is being made to a business, the payment must be processed as a DH-59//PVQ.

6. Division sends the original invoice with the required original receipts and the Letter of Agreement to the Bureau of Financial Services – Accounts Payable Unit for processing.

State Purchasing Card Process

1. Verify if the purchase is an allowable purchase under the State Purchasing Card Account Program.  Refer to Financial Policy 1.16 – Purchasing Card Account Program Attachment 1 to determine if the purchase is allowable and if so, how to process purchasing card transactions.  If you are unsure if a purchase is allowable using the State Purchasing Card, contact the Department Purchasing Card Coordinator at (573) 751-6471 prior to making the purchase.

Purchases Greater Than $3,000 

The Procurement Unit will administer all purchases and competitive bids over $3,000 not on contract.  

Purchasing requests of $25,000 or more will be sent to the Office of Administration, Division of Purchasing and Materials Management (DPMM) for processing, unless authority for a particular purchase has been delegated to the Department.  The Procurement Unit is responsible for coordinating the contracting process with DPMM.  

The available types of procurements include:  

· Competition

· IFB – Invitation for Bid

· RFQ – Request for Quotation

· SFS – Single Feasible Source

· RFP – Request for Proposal (DPMM use only)

· Government Entity

· Cooperative Purchasing Agreement

· Emergency Procurement

The following includes a brief description of each type and the process to use to initiate the procurement. 

Competition

The department must solicit competitive bids for each local procurement requirement valued at over $3,000.  The department must solicit competitive bids for commodities or services for which a series of periodic local procurements will have an aggregate value over $3,000 within the same fiscal year or a period not to exceed 12 months.  The department is prohibited from splitting a local procurement among multiple purchase orders to avoid the competitive bid process.  The department must, whenever possible, obtain a minimum of three (3) competitive bids:

1. The phrase “solicit competitive bids” means that the department must provide legitimate opportunity for prospective vendors to compete.  Pursuant to 34.065 RSMo, when it is impractical to solicit all potential bidders, requests for bids must be sent to different vendors on a rotational basis.

2. The act of only identifying prospective vendors for documentation purposes without actually providing those vendors the opportunity to compete by soliciting prices and bid information does not constitute a solicitation of competitive bids.

3. A “no bid” response from a vendor may be counted towards the requirement for three (3) competitive bids provided that all “no bid” vendors could have reasonably been expected to submit a bid.

· IFB (Invitation for Bid) – A formal request for sealed bids and should be used anytime weighted subjective criteria will be used in the evaluation of the bids.  A description of and the relative weighing of the criteria (cost and subjective) categories are stated in the IFB.  The IFB may include specifications that are detailed, specific, and provide for very limited flexibility on the part of the bidder or the IFB may describe the desired outcome and the bidder provides the steps to achieve the results.  Bids submitted in response to an IFB must be written, sealed, and delivered to the procurement office by the time specified in the IFB.  Awards shall be made to the bidder whose bid (1) complies with the mandatory specifications and requirements of the IFB and (2) is the lowest and best bid, considering price, responsibility of the bidder, and all other evaluation criteria specified in the IFB.  

· RFQ (Request for Quotation) – An informal request for prices that includes specifications that are detailed and do not provide flexibility or creativity on the part of the bidders.  Bids submitted in response to an RFQ may be written, faxed, electronically submitted, or verbally submitted to the procurement officer and should be delivered by the time stated in the RFQ.  Evaluation of the bids is typically based on objective rather than subjective criteria.  Low bid meeting specification requirements is the typical determining criterion.  Awards shall be made to the bidder whose bid (1) complies with all mandatory specifications and requirements of the RFQ and (2) is the lowest and best bid, considering price, responsibility of the bidder, and all other evaluation criteria specified in the RFQ.  

· SFS -A single feasible source procurement exists when:

· Commodities\services are proprietary and only available from the manufacturer or a single distributor; or

· Based on past procurement experience, it is determined that only one distributor services the region in which the commodities\services are needed; or

· Commodities\services are available at a discount from a single distributor for a limited period of time.

· Fax bids

· Telephone bids

· Catalog comparison

· E-mail bids

Competitive Process (except for Single Feasible Source) 

A. Submission Requirements

1. Complete a Purchase Request (DH-10) form.  The Division Director or their designee must approve the DH-10.  The DH-10 submission must include a cost estimate.

2. Complete an Invitation for Bid Document for a service contract or submit required specifications for a commodity purchase, including any attachments and exhibits.   Template documents for developing contracts are available on the Intranet under Forms/Purchasing and Contracting Forms. 

a. Specifications must be generic and not restrictive.  They must be written in such a manner as to foster competition.  The specifications must describe the functional requirements of the item to be purchased, identify the minimum requirements, be simple yet specific, and allow for reasonable tolerances.

b. Specifications may be based upon brand name descriptions if generic or functional specifications are not possible provided that the phrase “or functional equivalent” is added as an inherent part of the description.  If possible, the department must identify two or more brands equal to the specifications.

c. Do not rely on a vendor to provide the specifications for the item you want to buy.  Vendors often provide specifications that are restrictive and place themselves in the best bidding advantage.

d. Specifications, delivery dates, vendor location, etc. shall not be manipulated in order to restrict competition.

e. Contact your Procurement Officer for assistance in writing specifications.

3. Complete a Program Services Contract (DH-70) form.  Information to assist in completing the federal funding information is available on the Intranet under Forms/Purchasing and Contracting Forms/Grant Info Reference File (.xls).

4. Provide documentation related to any special requirements under the contract, including approval authority (i.e., waiver of 8% administrative rate or advance payments, etc.).  Contractors/providers shall not be required to submit receipts and supporting documentation with all invoices unless the program provides a copy of the federal grant agency’s requirements for receipts.

5. Develop the method to assign point values during the bid evaluation, if subjective evaluation is to be used.  The Department must specify the criteria and the relative weight of each criterion in the solicitation document if subjective evaluation is to be used.  Submit documents to be used by the evaluators (i.e., scoring sheets).  

The following is an example of a solicitation using subjective and objective criteria:

a. Cost
40 points

b. Experience and Reliability
20 points

c. Expertise of Personnel
20 points

d. Method of Performance
20 points    

6. Provide a prospective vendor list, including any minority-owned or women-owned businesses.  The department must utilize the Missouri Minority/Women Business Enterprise (M/WBE) Program Directory as a source for identification of potential bidders.  The directory is available on the Internet at https://apps1.mo.gov/MWBCertifiedFirms/.  For bidders who do not have Internet access, information regarding registered minority and women vendors may be obtained by contacting the Office of Equal Opportunity at (573) 751-8130 or (877) 259-2963.

7. Mailing labels for all prospective vendors.

8. Submit a hard copy and an electronic copy (if available) of all documentation to the Procurement Unit.

B. The Procurement Unit reviews the draft solicitation for content, clarity, and compliance with procurement laws and regulations.  The Procurement Unit will set dates for any pre-bid/proposal conferences and receipt of bids/proposals.  The Procurement Unit will work with the program on any required changes.  When necessary, the solicitation is sent to the Office of General Counsel for their review and approval.  

C. After applicable changes have been made the solicitation will either be bid out by the Procurement Unit or forwarded to DPMM for processing, depending on the dollar value.

D. All contractor inquiries during the bidding process must be referred to the Procurement Unit and are not to be handled by program staff.

E. If an amendment to the bid is necessary, the Procurement Unit will work with the program as needed.

F. If a pre-bid/proposal conference is required, the Procurement Unit will coordinate all activities related to the conference.  Program representatives shall be present during the conference to address programmatic issues and record all questions and answers.

G. The mailroom will date and time stamp all bids/proposals received and forward them to the Procurement Unit after the bid closing date.  This date/time stamping will be used as the official notice of receipt in meeting the bid due date.

H. The Procurement Unit will coordinate and supervise evaluations and awards for all IFB/RFQ.  

I. The Program will be responsible for selecting evaluation team members.  The Program should include minority representation on every committee utilized for evaluating bids.  Minority representation is met by including an individual(s) who is a United States citizen and member of one of the following racial minority groups: Black, American Indian, Hispanic, Asian American, or other similar racial minority group.  Committees of two but no more than five people should have at least one minority member.  Committees of more than five people should have at least two minority members.  Assistance in recruiting minorities for the role of evaluator may be obtained by contacting the Procurement Unit.

J. All information related to the bid proposals is provided on a need-to-know basis and in accordance with 610.021 RSMo such records are closed to public review until such time as a contract is executed or all proposals are rejected.  Disclosure of an offeror's proposal to a competitor may result in the competitor's disqualification from consideration for contract award and suspension/disbarment from future procurement processes.  All information related to the proposal must be kept in strict confidence and shall not be divulged, in whole or in part, in any manner or form, to anyone or to allow others access to such information.  If you have reason to believe that the confidentiality of this information has been breached, notify the Procurement Unit immediately.

K. Pursuant to 34.040 RSMo, all procurements must be awarded to the lowest and best bid. As defined in 34.010 RSMo, in determining the “lowest and best”, cost and other factors (i.e., value, performance, quality, etc.) are to be considered in the evaluation process.  “Value” includes, but is not limited to, price, performance, and quality.  In assessing value, the department may consider the economic impact to the State of Missouri for Missouri products versus the economic impact of out of state products.  Economic impact may include the revenues returned to the state through tax revenue obligations.

L. After the bids/proposals have been evaluated and recommended contractors have been determined, the IFB/RFQ is ready for the approval and award process.  The Evaluation Team must submit to the Procurement Officer a memorandum indicating their official recommendation for award.  

M. All evaluation documentation justifying the selection of the successful contractor(s) must be submitted to the Procurement Officer and becomes public record as part of the official bid file.  

N. The Department shall not contract for commodities or services with a vendor if the vendor or an affiliate of the vendor fails to collect and properly pay sales tax as provided in Chapter 144, RSMo.  The Procurement Unit will verify a vendor’s tax compliance prior to awarding a contract.

O. The Procurement Unit obtains the authorized official signatures on the Notice of Award to execute the contract.  The successful bidder receives a copy of the Notice of Award and the executed contract.  Notifications are sent to the unsuccessful bidders.  All executed contract documents are imaged for access by the programs.  

P. Depending on the dollar value, the contract will be assigned a DH or PA contract number by the Procurement Unit or a C contract number by DPMM.  

Q. The Division enters a SAM II PGQ or SC document to encumber (obligate) the funds for commodities and services to be provided.  The Division may not contact the vendor directly to place the order.  Enter a SAM II PDQ or SCS document if the purchase order is entered into SAM II after the end date on the Price Agreement and the commodities were obtained or services were performed prior to the contract expiration date.  The Price Agreement number must be entered in the Comment field on the Other Attributes tab.

R. The document routes electronically for approvals to be applied by the Division ordering the commodities or services and then to the Division of Administration for final approval.

S. Purchase orders are printed out each day.  The Procurement Unit provides the vendor a copy of the purchase order and sends a copy of the purchase order to the Division.

T. The Division receives and verifies the order.  

U. The Division enters a SAM II Receiver (RC) document after commodities or services are received.  Each invoice must indicate the RC document number, the purchase order document number, the accounting line(s), the dollar amount(s), and “P” for partial or “F” for final (i.e., AL01 - $1,000 “P”).  

V. The original approved invoice is submitted to the Bureau of Financial Services – Accounts Payable Unit for processing.
Note:  See the SAM II Documents - Detailed Coding Instructions for additional information.   

Single Feasible Source (SFS) Process

A. Submission Requirements

1. Complete a Purchase Request (DH-10) form.  The Division Director or their designee must approve the DH-10.  The DH-10 submission must include a cost estimate. 

2. Complete a Scope of Work for a service contract or specifications for a commodity purchase, including any attachments and exhibits.  Template documents with standard contract language are available on the Intranet under Forms/Purchasing and Contracting Forms. 

a. Specifications must be generic and not restrictive.  They must be written in such a manner as to foster competition.  The specifications must describe the functional requirements of the item to be purchased, identify the minimum requirements, be simple yet specific, and allow for reasonable tolerances.

b. Specifications may be based upon brand name descriptions if generic or functional specifications are not possible provided that the phrase “or functional equivalent” is added as an inherent part of the description.  If possible, the department must identify two or more brands equal to the specifications.

c. Do not rely on a vendor to provide the specifications for the item you want to buy.  Vendors often provide specifications that are restrictive and place themselves in the best bidding advantage.

d. Specifications, delivery dates, vendor location, etc. shall not be manipulated in order to restrict competition.

e. Contact your Procurement Officer for assistance in writing specifications.

3. Complete a Program Services Contract (DH-70) form.  Information to assist in completing the federal funding information is available on the Intranet under Forms/Purchasing and Contracting Forms/Grant Info Reference File (.xls).

4. Provide justification on how the procurement meets the legal definition of a single feasible source, the functionality of the supply that makes it a single feasible source and why the functionality is the only one that will meet the needs of the department.  Also, provide documentation from the vendor verifying they meet the legal definition of a single feasible source as defined in 34.044 RSMo.  
5. For single feasible source procurement contracts that include renewal options, documentation must be included in the file for each renewal option exercised.  Prior to exercising a renewal option, the Procurement Unit must determine if the procurement still meets the definition of a single feasible source procurement.  If circumstances have changed and the procurement can no longer be defined as a single feasible source procurement, the department must competitively bid the procurement and not exercise the renewal option.

6. Provide documentation related to any special requirements under the contract, including approval authority (i.e., waiver of 8% administrative rate or advance payments, etc.).  Contractors/providers shall not be required to submit receipts and supporting documentation with all invoices unless the program provides a copy of the federal grant agency’s requirements for receipts.

7. Submit a hard copy and an electronic copy (if available) of all documentation to the Procurement Unit.

B. The Procurement Unit reviews the draft document for content, clarity, and compliance with procurement laws and regulations.  The Procurement Unit will work with the program on any required changes.  When necessary, the document is sent to the Office of General Counsel for their review and approval.  

C. Depending on the dollar value of the solicitation, it will be publicly advertised by the Procurement Unit for five days or forwarded to DPMM for processing. 

D. If the advertised solicitation receives a response from a potential bidder, the purchase can no longer be defined as a single feasible source and must be competitively bid.  If no response is received, the process continues.

E. The Department shall not contract for commodities or services with a vendor if the vendor or an affiliate of the vendor fails to collect and properly pay sales tax as provided in Chapter 144, RSMo.  The Procurement Unit will verify a vendor’s tax compliance prior to awarding a contract.

F. The Procurement Unit obtains the authorized official signatures on the contract.  The contractor receives a copy of the executed contract.  All executed contract documents are imaged for access by the programs.

G. The Division enters a SAM II PGQ or SC document to encumber (obligate) the funds for commodities and services to be provided.  The Division may not contact the vendor directly to place the order.  Enter a SAM II PDQ or SCS document if the purchase order is entered into SAM II after the end date on the Price Agreement and the commodities were obtained or services were performed prior to the contract expiration date.  The Price Agreement number must be entered in the Comment field on the Other Attributes tab.  Note:  The letter “O” must be entered in the SAM II purchase order’s Order Type field to designate the procurement as a single feasible source.
H. The document routes electronically for approvals to be applied by the Division ordering the commodities or services and then to the Division of Administration for final approval.

I. Purchase orders are printed out each day.  The Procurement Unit provides the vendor a copy of the purchase order and sends a copy of the purchase order to the Division.

J. The Division receives and verifies the order.  

K. The Division enters a SAM II Receiver (RC) document after commodities or services are received.  Each invoice must indicate the RC document number, the purchase order document number, the accounting line(s), the dollar amount(s), and “P” for partial or “F” for final (i.e., AL01 - $1,000 “P”).  

L. The original approved invoice is submitted to the Bureau of Financial Services – Accounts Payable Unit for processing.
Note:  See the SAM II Documents - Detailed Coding Instructions for additional information.   
Governmental Entity

The department may contract with other departments or governmental entities for commodities or services provided directly by such entity without conducting a competitive bid process, pursuant to 34.046 RSMo.

Governmental entities are those who derive their funding from a public tax base (i.e., federal agencies, cities, counties, public school districts, public universities/colleges, etc.).  Quasi-governmental bodies as defined in 610.010 (4) RSMo are not included in this definition.

Cooperative Purchasing Agreement

The department may participate in a cooperative purchasing agreement to procure commodities or services in excess of $3,000 in accordance with a contract established by another governmental entity including the General Services Administration of the Federal Government. 

Governmental Entity, including Cooperative Purchasing Agreements Process

A. Submission Requirements

1. Complete a Purchase Request (DH-10) form.  The Division Director or their designee must approve the DH-10.  The DH-10 submission must include a cost estimate.

2. Complete a Scope of Work for a service contract or specifications for a commodity purchase, including any attachments and exhibits.  Template documents with standard contract language are available on the Intranet under Forms/Purchasing and Contracting Forms.  

a. Specifications must be generic and not restrictive.  They must be written in such a manner as to foster competition.  The specifications must describe the functional requirements of the item to be purchased, identify the minimum requirements, be simple yet specific, and allow for reasonable tolerances.

b. Specifications may be based upon brand name descriptions if generic or functional specifications are not possible provided that the phrase “or functional equivalent” is added as an inherent part of the description.  If possible, the department must identify two or more brands equal to the specifications.

c. Do not rely on a vendor to provide the specifications for the item you want to buy.  Vendors often provide specifications that are restrictive and place themselves in the best bidding advantage.

d. Specifications, delivery dates, vendor location, etc. shall not be manipulated in order to restrict competition.

e. Contact your Procurement Officer for assistance in writing specifications.

3. Complete a Program Services Contract (DH-70) form.  Information to assist in completing the federal funding information is available on the Intranet under Forms/Purchasing and Contracting Forms/Grant Info Reference File (.xls). 

4. If this is a cooperative purchasing agreement, submit a copy of the contract.

5. Provide documentation related to any special requirements under the contract, including approval authority (i.e., waiver of 8% administrative rate or advance payments, etc.).  Contractors/providers shall not be required to submit receipts and supporting documentation with all invoices unless the program provides a copy of the federal grant agency’s requirements for receipts.

6. Submit a hard copy and an electronic copy (if available) of all documentation to the Procurement Unit.

B. The Procurement Unit reviews the draft document for content, clarity, and compliance with procurement laws and regulations.  The Procurement Unit will work with the program on any required changes.  When necessary, the document is sent to the Office of General Counsel for their review and approval.  

C. The Department shall not contract for commodities or services with a vendor if the vendor or an affiliate of the vendor fails to collect and properly pay sales tax as provided in Chapter 144, RSMo.  The Procurement Unit will verify a vendor’s tax compliance prior to awarding a contract.

D. The Procurement Unit obtains the authorized official signatures on the contract.  DPMM is responsible for all contracts relating to Cooperative Purchasing Agreements.

E. Depending on the dollar value, the contract will be assigned a DH contract number by the Procurement Unit or an AOC contract number by DPMM.  

F. The contractor receives a copy of the executed contract.  All executed contract documents are imaged for access by the programs.

G. The Division enters a SAM II PGQ or SC document to encumber (obligate) the funds for commodities and services to be provided.  The Division may not contact the vendor directly to place the order.  Enter a SAM II PDQ or SCS document if the purchase order is entered into SAM II after the end date on the Price Agreement and the commodities were obtained or services were performed prior to the contract expiration date.  The Price Agreement number must be entered in the Comment field on the Other Attributes tab.  

H. The document routes electronically for approvals to be applied by the Division ordering the commodities or services and then to the Division of Administration for final approval.

I. Purchase orders are printed out each day.  The Procurement Unit provides the vendor a copy of the purchase order and sends a copy of the purchase order to the Division.

J. The Division receives and verifies the order.  

K. The Division enters a SAM II Receiver (RC) document after commodities or services are received.  Each invoice must indicate the RC document number, the purchase order document number, the accounting line(s), the dollar amount(s), and “P” for partial or “F” for final (i.e., AL01 - $1,000 “P”).  

L. The original approved invoice is submitted to the Bureau of Financial Services – Accounts Payable Unit for processing.
Note:  See the SAM II Documents - Detailed Coding Instructions for additional information.   
Participation Agreement

Participation agreements do not have total dollar amounts specified and are not classified as “cost-reimbursement” or “fixed-price,” but may have a unit price indicated for individual services, either within the agreement or by reference to a program manual or other reference.  Participation agreements do not specify a quantity and do not guarantee payment.  The provider that meets the criteria set by the Department triggers payment upon a specified action.  Examples of a Participation Agreement include Home and Community Based Care, WIC vendor agreement, etc.

A. Submission Requirements

1. Complete a Purchase Request (DH-10) form.  The Division Director or their designee must approve the DH-10.  The DH-10 submission must include a cost estimate.

2. Complete the requirements for the provider.  The requirements must include the responsibilities of the provider either in the agreement or by reference to a document (i.e., program manual).  The participation agreement must also include the same Funding Source details as the DH-70.  Information to assist in completing the federal funding information is available on the Intranet under Forms/Purchasing and Contracting Forms/Grant Info Reference File (.xls).

3. Provide documentation related to any special requirements under the contract, including approval authority (i.e., waiver of 8% administrative rate or advance payments, etc.).  Contractors/providers shall not be required to submit receipts and supporting documentation with all invoices unless the program provides a copy of the federal grant agency’s requirements for receipts.

4. Submit a hard copy and an electronic copy (if available) of all documentation to the Procurement Unit.

B. The Procurement Unit reviews the draft document for content, clarity, and compliance with procurement laws and regulations.  The Procurement Unit will work with the program on any required changes.  When necessary, the document is sent to the Office of General Counsel for their review and approval.  

C. After applicable changes have been made, the Procurement Unit will submit the Participation Agreement to the Bureau of General Services to establish a form number.  The forms will be available on the Intranet under Forms/Purchasing and Contracting Forms.

D. The program is responsible for obtaining the authorized official signature from the provider and submitting the Participation Agreement to the Procurement Unit for signature by the Director of the Division of Administration or designee.

E. The Procurement Officer will work with the program to assign a contract number for the Participation Agreement.

F. The provider receives a copy of the executed agreement.  All executed agreement documents are imaged for access by the programs.

G. For a new participation agreement, contact the Bureau of Financial Services – Accounts Payable Unit to discuss how payment processing will be handled under the participation agreement.   

Emergency Procurement

Although an emergency procurement requires immediate action, in accordance with 34.045 RSMo, emergency procurements must be made with as much competition as is practicable under the circumstances.

An emergency condition is statutorily defined as a situation in which “there exists a threat to life, property, public health, or public safety or when immediate expenditure is necessary for repairs to state property in order to protect against further loss of, or damage to, state property, to prevent or minimize serious disruption in state services or to ensure the integrity of state records.”

A situation shall not warrant an emergency procurement unless the resolution of the condition receives priority over routine operations of the department.  Lack of planning does not constitute an emergency condition.

For an emergency procurement valued over $3,000, the Division must, whenever possible, secure prior approval from the Procurement Unit before ordering.

· If during normal business hours, contact the Procurement Unit for instructions at (573) 751-6471.

· If an emergency occurs after normal business hours, and time allows, three phone bids should be taken.  If phone bids are not possible, obtain the item needed and prepare a letter of justification explaining the emergency condition, a description of the commodities ordered or services provided, and a copy of the invoice must be sent to the Procurement Unit.    
· If the vendor requires a purchase order number, the following guidelines should be followed:
E (to identify Emergency Order)

4-digit organization code

2-digit fiscal year

3-digit sequential number

· If the vendor requires a written purchase order, use a DH-10 noting the Emergency Purchase Order number in the top right corner of the form.

· All copies of documentation supporting the emergency procurement must be submitted to the Procurement Unit.

Memorandum of Understanding (MOU) and Memorandum of Agreement (MOA)

An MOU and MOA are an agreement between the Department and another entity.  See Financial Policy 3.1 – Procedures to Apply for and to Accept Federal Grants, Revenue-Generating Contracts/Agreements, and Memoranda of Understanding/Memoranda of Agreement for additional information.

1. The Division must submit the MOU/MOA with a completed copy of the Administration Action Report (DH-42) to the Procurement Unit.  Any supporting documentation and/or correspondence should also be included.

2. The Procurement Unit will complete a review to ensure compliance with applicable policies, rules and regulations.

3. The MOU/MOA is sent to the Office of General Counsel for review and approval.

4. The Director of the Division of Administration or designee is the authorized signatory for MOUs, MOAs, and contracts.

ITSD Purchases

Information Technology Services Division (ITSD) staff are available for consultation with department staff concerning their needs in the area of information technology.  The Procurement Unit will verify purchase orders for information technology commodities or services with ITSD staff prior to approving the purchase order.  See following page for purchases requiring ITSD approval.

DHSS Purchasing Authorization Request 

DHSS can purchase directly from a statewide contract the items listed in the Column Number 2 for BOC 190 on the following page, but will need an e-mail authorization from ITSD before the purchase can be completed.

The following information should be included in the email request sent to “ITSD Purchasing” email address.  When sending a message in Outlook, enter ITSD Purchasing in the “To” section.  If sending a message from outside of Outlook, the email address would be DHSS.ITSDPurchasing@health.mo.gov.

Items requesting authorization to purchase:

· Give detail description

· Vendor information

· End User Name

· If item is to be installed or attached to a computer/printer/scanner – provide Inventory Tag #

Individual requesting ITSD authorization to purchase:

· Name

· Unit

When the information has been reviewed by ITSD and deemed as compatible with DHSS systems, an email authorization will be sent with the following:

ITSD Authorization Information:

· Name

· Authorization Code Number

Once the authorization email is received by DHSS, the purchase process will follow whatever is the standard practice in the individual division.  The authorization email/information will need to be kept with the purchase request and invoice information by the originating fiscal unit.

	1. Object Code


	1.  DHSS Direct Order/Purchase
	2. Object Code
	2.  DHSS Direct Order/Purchase but Requires ITSD Assistance before Ordered
	3. Object Code
	3.  Purchase Request to ITSD

	
	Supplies (BOC 190)
	
	Supplies (BOC 190)
	
	Equipment (BOC 400 - 430 - 480 - 580)

	
	
	
	
	
	

	2250
	Batteries
	2376
	Audio Cards
	2685/2700
	CD/DVD mass reproduction machines 

	2376
	Cables - Parallel, USB (PC-Based)
	2376
	Cables - Networking (copper & fiber)
	2775
	Copiers (only if connected to network)

	2373
	Laptop Carrying Case
	2376
	Drives - External Drives
	2685/2701
	Data Service Unit 

	2376
	CD/DVD RW media
	2376
	Drives - Hard
	2685
	Drive - Tape

	2376
	FlashDrive (PenDrive, ThumbDrive, Etc.)
	2376
	Drives - Spare Optical
	2580/2583
	Extended Warranties

	2376
	Fuser Units (General Printer supplies and parts)
	2376
	Label Printers
	2691/2730
	Fax Machines  (only if connected to network)

	2376
	Keyboard
	2376
	Memory (RAM)
	2700
	Laptop

	2376
	Maintenance Kits for Printers/Scanners
	2376
	Tape drive cleaning cartridges
	2685
	Microcomputer: Desktop or Laptop

	2376
	Mouse
	2376
	Tapes - Backup (3590, 3590E, DDS Ultrium LTO)
	2685
	Monitor

	2250
	Mouse pads
	2376
	Video Card
	2685/2701
	Network Equipment (Routers, Firewall, Switches)

	2316
	Plugs and Adapters
	2376
	Wireless PC Card
	2685
	PDA/Blackberries

	2250
	Printer & Copier Paper
	
	
	2685
	Printer - Ink Jet

	2373
	Speakers
	
	
	2685/2700
	Printer - Laser

	2316
	Surge Protectors
	
	
	2685/2700
	Printer - Multi-functional (lan or PC attached)

	2250
	Toner
	
	
	2685
	Printer Drawers-Additional

	2376
	USB Dual PS/2 Adapters
	
	
	2724
	Projectors

	2376
	USB to Serial connectors for laptops
	
	
	2685
	Scanners

	2316
	UPS systems 
	
	
	2700/2703
	Servers

	
	
	
	
	2706/2707
	Software (All)

	
	BOC 590
	
	
	call ITSD
	System Rack

	2730
	Pager
	
	
	2496
	Factory-Installation Services (with new Desktop )

	
	
	
	
	
	NOTE:  Items listed in Column 3 to be ordered by ITSD does not designate funded by ITSD.


Special Approvals Required

Certain procurements, no matter the dollar value, require review and approval prior to procurement.  These include:

1. Audits – Auditing services must be reviewed by the State Auditor’s Office (573-751-4213).

2. Automobiles – Any new vehicle purchases must be approved by the Office of Administration.  Contact the Bureau of General Services (573-751-6040) for more information.

3. Banking and Related Service – All solicitations for banking and related services must be approved by the State Treasurer’s Office, Director of Banking (751-751-9002).

4. Fleet – All purchases for new or used vehicles, including vehicles purchased from other departments or Surplus Property, require prior approval by the Office of Administration.  Contact the Bureau of General Services (573-751-6040) for more information.

5. E-Government – All e-government purchases require approval by the E-Gov Project Manager (573-751-1583).
6. Forms – All forms require approval and a form number from the Office of Administration.  Contact the Bureau of General Services (573-751-6040) for more information.

7. Printing – Printing requirements sent to Missouri Vocational Enterprises (MVE) do not require a waiver from the Office of Administration (OA), State Printing Center.  All other printing requirements shall be submitted to OA/State Printing Center for a prior approval in accordance with RSMo 34.170.  The procedure for including printing services for professional and general service procurements is included on the OA/State Printing Center’s website at http://oa.mo.gov/general-services/state-printing-center/waivers. 
8. Insurance - Procurements for insurance and surety bond premiums, except health and life policies, will be post audited by the Office of Administration, Risk Management Unit (573-751-4044).

9. Missouri Vocational Enterprises (MVE) – All commodities and services provided by MVE must be obtained from them unless MVE certified, in advance of the purchase, that such items are not currently available (34.090 and 217.575 RSMo).  You must also obtain approval from MVE prior to purchasing from another source commodities and services that are like or similar to commodities and services provided by MVE.  Purchases from MVE, no matter the dollar value, are exempt from the bid process and local authority limitation of $25,000.  Contact MVE (573-751-6663) to determine availability or request a Certificate of Release (waiver). 

The MVE catalog is available at: http://doc.mo.gov/mve/.  To place an order with MVE, the Division must enter a SAM II Quick Price Agreement (PGQ) document referencing the Price Agreement C103035001 – Correctional Enterprises Contract, PA line 001, vendor number I931366600-0, and commodity code 96258.  See the SAM II document procession section for instructions.  

The Bureau of General Services and the Office of Administration - Facilities Management, Design and Construction (OA-FMDC) must approve systems furniture (cubicles) purchases.  The Bureau of General Services shall be the liaison with OA-FMDC in the design and purchase of systems furniture.  To obtain more information or to submit a request, contact the Bureau of General Services at 573-751-6040.    

The Bureau of General Services must be contacted prior to placing an order for envelopes or other printed materials provided by MVE.  The Divisions enters a PGQ document and the additional description field on the PGQ document must reference the “MO” number as provided by the Bureau of General Services.  The Bureau of General Services will provide the Procurement Unit with the camera-ready copy (CRC) of the printed materials.  Once the CRC is received, the Procurement Unit will approve the purchase order and submit the purchase order and CRC to MVE.  

All documents submitted to the Procurement Unit must include the SAM II PGQ document number in the upper right hand corner of the document.

10. Printing and Copying Equipment – Requirements for the purchase, lease, or rental of any equipment that falls within the types listed below requires approval from the Office of Administration, State Printing Center (573-751-3307) (37.350 RSMo).

· All printing equipment (i.e., binding equipment).

Note:  Contact OA-ITSD for computer printer purchases.

· Copiers capable of full four-color reproduction.

· Copiers producing in excess of 60 copies per minute.

· Special application copiers.

Copiers available from a statewide contract do not require pre-approval unless otherwise noted on the notice of statewide contract.

Standard Requirements

Federal and state laws, regulations and policies require certain language to be included in contract documents.  Template documents with standard contract language are available on the Intranet under Forms/Purchasing and Contracting Forms.  Below are examples of standard requirements that may be included:

· Office of Management and Budget (OMB) regulations.

· Minority-Owned Business and Women-Owned Business Participation.

· Non-Discrimination and Affirmative Action.

· Americans with Disabilities Act.

· Buy American Preference.

· Buy Missouri Preference.

· Organization for the Blind and Sheltered Workshops.

· Recycled and CFC Products.

· Missouri Calcium Initiative.

· Offshore Services.

· Missouri Service-Disabled Veteran Business Preference.

If you have questions regarding the standard requirements, contact the Procurement Unit for more information. 
Special Delegations of Authority (SDA), Program Grant Authority (PGA), and Expenditure Registrations System (ERS)

If special circumstances exist that require the use of a different process than those identified above, the department may request through the DPMM a special delegation of authority (SDA), program grant authority (PGA), or the establishment of an expenditure registration system (ERS).  The department must not enter into a contract or agreement with the vendor prior to receiving approval from the DPMM.  

In order to obtain this authority, the program must complete and submit the applicable request worksheet to the Procurement Unit.  These worksheets are located at http://oa.mo.gov/purchasing/agency-information/special-approval-worksheets.   

· Special Delegation of Authority (SDA) - The SDA allows the department to competitively bid and award contracts (price agreements) and purchase orders for predefined commodities or services for a specific program in excess of $24,999.99 per year.    

· Program Grant Authority (PGA) - A department may have statutory authority to issue grants to persons or organizations (grantee) to accomplish a specific public purpose of support or program stimulation.  In such situations the grantee is only obligated to use the funds for the legal purpose defined in the grant. The department (grantor) receives no direct benefit from the expenditure.  

· Expenditure Registration System (ERS) - The ERS has been established to recognize those situations in which the requirements of Chapter 34 RSMo for competitive bidding are negated by another state statute, federal regulation or court order.  While the commodities or services being purchased would normally be subject to bid, the nature of the program precludes the use of competitive procurement methods. An example of this type of expenditure is payments to providers that are made on behalf of a department’s client, when the client has sole discretion in selecting the provider (i.e., Medicaid Services, WIC Food Program).

If the request is approved, DPMM will prepare a formal document that will contain a number of mandatory provisions.  DPMM’s granting of a SDA, PGA or ERS is contingent on the Department’s agreement to comply with these provisions.  

The Department must request and justify the continuation of this authority prior to its expiration.  Prior granting of an SDA, PGA or ERS authority does not guarantee future granting of this authority.  

Renewals

Contracts may contain renewal option(s) not to exceed 12 months per renewal option.

For single feasible source procurement contracts that include renewal options, documentation must be included in the file for each renewal option exercised.  Prior to exercising a renewal option, the Procurement Unit must determine if the procurement still meets the definition of a single feasible source procurement.  If circumstances have changed and the procurement can no longer be defined as a single feasible source procurement, the department must competitively bid the procurement and not exercise the renewal option.

Amendments

A contract amendment is required when making an addition to or deletion from, correction, or modification to a contract or solicitation agreement.  

A. Submission Requirements

1. Complete a Purchase Request (DH-10) form.  The Division Director or their designee must approve the DH-10.  The DH-10 submission must include a cost estimate and the reason for the change(s).  If major changes are necessary the DH-10 submission must include a revised Scope of Work for a service contract or revised specifications for a commodity purchase, including any attachments or exhibits.

2. Complete a Program Services Contract Amendment (DH-71) form.  Information to assist in completing the federal funding information is available on the Intranet under Forms/Purchasing and Contracting Forms/Grant Info Reference File (.xls).

3. Copies of any correspondence between the contractor and the Department related to the proposed change(s).  

4. Submit a hard copy and an electronic copy (if available) of all documentation to the Procurement Unit.

B. The Procurement Unit reviews the draft document for content, clarity, and compliance with procurement laws and regulations.  The Procurement Unit will work with the program on any required changes.  When necessary, the document is sent to the Office of General Counsel for their review and approval.

C. After applicable changes have been made, the Procurement Unit obtains the authorized official signatures on the amendment.    

D. The contractor receives a copy of the executed amendment.  All executed amendment documents are imaged for access by the programs.

E. The Program prepares the SAM II document to encumber (obligate) the funds.  See the SAM II document processing section for instructions.

Contract Processing Lead Times

The lead time is calculated between the submission of the required information to the Procurement Unit and the award/execution of a contract.  Standard lead times are listed below:

	Contract Type
	Lead Time
	Contract Start Date
	Due to Procurement

	Noncompetitive
	90 days
	July 1st
	April 1st

	Competitive – SFS
	111 days
	July 1st
	March 10th

	Competitive less than $25,000
	120 days
	July 1st
	March 1st

	Competitive $25,000 or over
	150 days
	July 1st
	February 1st

	Amendments 
	90 days
	July 1st
	April 1st


SAM II Documents 

The following are SAM II financial system documents to encumber (obligate) funds or record the receipt of commodities.

PGQ:
SAM II “Quick Price Agreement” document used to order commodities and services available on a contract when the contract is priced as a firm, fixed per unit cost.

PDQ:
SAM II “Quick Decentralized Purchase Order” document used to order commodities and services NOT available on a contract and when the commodity or service is priced as a firm, fixed unit cost.  This document is also used for commodities purchased prior to the contract expiration date but when the purchase order is entered into SAM II after the end date on the Price Agreement.  If a PDQ is entered after the Price Agreement end date, the Price Agreement number is entered in the Comment field on the Other Attributes tab.

SC:
SAM II “Service Contract Order” document used to order commodities and services available on a contract when the contract is priced as a single total price or a guaranteed not to exceed price.

SCS:
SAM II “Simplified Service Contract” document used to order commodities and services NOT available on a contract and when the contract is priced as a single total price or a guaranteed not to exceed price.  This document is also used for services performed prior to the contract expiration date but when the purchase order is entered into SAM II after the end date on the Price Agreement.  If a SCS is entered after the Price Agreement end date, the Price Agreement number is entered in the Comment field on the Other Attributes tab.

RC:
SAM II “Receiver” document used to record the receipt of commodities against a specific purchase order.  

Document Processing

1. The Division enters the applicable SAM II document.

2. The document routes electronically for approvals to be applied by the Division ordering the commodities or services and then to the Division of Administration for final approval.

3. Purchases orders are printed out each day.  The Procurement Unit provides the vendor with a copy of the purchase order and sends a copy of the purchase order to the Division.

4. The Division receives and verifies the order.  

5. The Division enters a SAM II Receiver (RC) document after commodities or services are received.  Each invoice must indicate the RC document number, the purchase order document number, the accounting line(s), the dollar amount(s), and “P” for partial or “F” for final (i.e., AL01 - $1,000 “P”).  

6. The original approved invoice is submitted to the Bureau of Financial Services – Accounts Payable Unit for processing.
SAM II Documents - Detailed Coding Instructions

Detailed coding instructions for purchasing documents in SAM II can be found in the SAM II Financial Policies and Procedures at http://samii.mo.gov/fin/p&p.html.  

PDQ and PGQ:

· Click on Financial Policies and Procedures; 

· Click the plus sign next to Coding Instructions Y; 

· Click the plus sign next to Q;
· Then click Quick Decentralized Purchase Order (PDQ) or Quick Price Agreement (PGQ) for the detailed coding instructions. 
SC and SCS:

· Click on Financial Policies and Procedures; 

· Click the plus sign next to Coding Instructions Y; 

· Click the plus sign next to the S;

· Then click Service Contract (SC) Order or Simplified Service Contract (SCS) for the detailed coding instructions.
RC:

· Click on Financial Policies and Procedures;
· Click the plus sign next to Coding Instructions Y;

· Click the plus sign next to R;
· Then click Receiver (RC) for the detailed coding instructions.
Additional requirements:

Single Feasible Source – the letter “O” must be entered in the SAM II purchase order’s Order Type field to designate the procurement as a single feasible source.

Services (SCS documents) – the following instructions apply for services purchased prior to the contract expiration date but entered into SAM II after the contract expiration date.

1. Use an “S” at the beginning of the document number (Example S2015090001).

2. Include the Price Agreement number in the comment field under the “Other Attributes” tab.

3. Enter the following information in the Additional Description under the “Commodity Details” tab.  This information is on the Price Agreement Summary (PASM) screen in SAM II.

Contract No.:

Contract Period:

Authorized Amount:

Expended Amount:

Remaining Balance:

Note:  Include the encumbered amount and the SC document number in the above, if applicable.

Resources

· 1 CSR 40 – Rules of Office of Administration, Division 40 – Purchasing and Materials Management, Chapter 1 – Procurement 

http://s1.sos.mo.gov/cmsimages/adrules/csr/current/1csr/1c40-1.pdf  

· Chapter 34 RSMo – State Purchasing and Printing

http://www.moga.mo.gov/mostatutes/ChaptersIndex/chaptIndex034.html
· Department Administrative Policies 
http://dhssnet/policiesprocedures/  

1. Co-sponsorship:  Administrative Policy – 17.2 Association Memberships and Co-Sponsorship of Events

· Department Financial Policies

http://dhssnet/policiesprocedures/financial.php
1. Letter of Agreement for a Speaker, Consultant, Trainer, etc. – Financial Policy 1.3 – Reimbursable Travel Expenses and Monthly Expense Report (Expenses for Non-DHSS employees).

2. Memorandum of Understanding (MOU) / Memorandum of Agreement (MOA)

Financial Policy 3.1 – Procedures to Apply for and to Accept Federal Grants, Revenue-Generating Contracts/Agreements and Memoranda of Understanding/Memoranda of Agreement.  
3. Purchasing Card – Financial Policy 1.16 Purchasing Card Account Program


· Department Procurement Authority Delegation and Procedures - 

http://oa.mo.gov/purchasing/procurement-authority 

· Department Procurement Policies – 
http://dhssnet/policiesprocedures/procurement.php
· DPMM Current Bid Opportunities – 
http://missouribuys.mo.gov/bidboard.html 

· Grant Information Reference File - http://dhssnet/Forms/index.html
· Missouri Vocational Enterprises Catalog - http://doc.mo.gov/mve/ 
· Purchasing and Contracting Forms - http://dhssnet/appsforms/ 

· Office of Equal Opportunity - http://oeo.mo.gov/ 
· Statewide Contracts - http://archive.oa.mo.gov/purch/contracts/ 
· State Printing Center - http://oa.mo.gov/general-services/state-printing-center 
· State Printing Center Waiver - http://oa.mo.gov/general-services/state-printing-center/waivers 
· SAM II Financial Policies and Procedures - http://samii.mo.gov/fin/p&p.html 
Definitions

Amendment or Contract Amendment:  An agreed addition to or deletion from, correction, or modification to a contract or solicitation agreement.

Award:  The presentation of a purchase agreement or contract to a Bidder; the acceptance of a bid or proposal.

Best and Final Offer (BAFO):  A bidders final pricing and deliverables offer based on the outcome of the negotiations conducted.

Bid:  A proposal or quotation submitted in response to a solicitation.
Buy Missouri:  A Missouri product referring to commodities, which are manufactured, mined, produced, or grown by companies in Missouri, or services provided by such companies in Missouri.

Closing Date:  The deadline for bid submissions.  The closing date will also state a specific time for the bid closing.

Commodity Item:  A product, equipment, or supply item (i.e., furniture, electronics, computers, copy paper, etc.)

Competitive Bidding or Competitive Process:  A process in which prospective vendors are provided a legitimate opportunity to compete for a contract/purchase of specific commodities and/or services by offering the most favorable terms as to price, quality, promptness of delivery, and/or service.

Contract:  A written agreement, enforceable by law, between two or more competent parties, to do something not prohibited by law for legal consideration.  A purchase order, when accepted by a vendor, becomes a contract.  All contracts have four identifiable “material terms” that must be met in order to assure that a contract exists.  These terms are:  

(1)  price; (2)  quantity; (3)  quality; and (4)  delivery.  

Contractor:  A person/entity who contracts to perform work or furnish commodities or services in accordance with a contract.

Cost-reimbursement Contract: – Cost-reimbursement contracts provide for payment of allowable incurred costs, to the extent prescribed in the contract.  These contracts establish an estimate of total cost for the purpose of obligating funds and establishing a ceiling that the contractor may not exceed (except at its own risk) without the approval of the Department.  Cost-reimbursement contracts are used when uncertainties involved in contract performance do not permit costs to be estimated with sufficient accuracy to use a fixed-price contract.  Because Office of Management and Budget (OMB) and Code of Federal Regulation (CFR) requirements prohibit payment of profit to recipients, a cost reimbursement contract should be used if there is not sufficient cost and pricing data available prior to contract execution to ensure that the contractor will not be receiving any profit (or amount in excess of actual allowable costs) under the contract.

Debarment:  An exclusion from contracting with the state for indefinite period of time.

Emergency Procurement:  Pursuant to 34.045 RSMo, an emergency procurement occurs when it as been “determined that there exists a threat to life, property, public health or public safety or when immediate expenditure is necessary for repairs to state property in order to protect against further loss of, or damage to, state property, to prevent or minimize serious disruption in state services or to ensure the integrity of state records.  Emergency procurements shall be made with as much competition as is practicable under the circumstances.”  The final determination of an emergency procurement is made by the Commissioner of OA.

Encumber (Obligate):  An accounting procedure that sets aside a portion of available funds whenever a commitment to expend funds is approved.  An encumbrance is generally established prior to receipt of the invoice.  This is facilitated in the SAM II financial system as an entry of any of the following documents:  Service Contract Order (SC), Simplified Service Contract (SCS), Quick Price Agreement (PGQ), or Quick Decentralized Purchase Order (PDQ).  

Evaluation:  A process by which a team (normally 2-3 people) judge the criteria stated in a bid document to determine the bidder’s responsibility, responsiveness to requirements, and other characteristics of the bid in order to recommend an award.

Financial Assistance Contracts:  Any service, not related to a commodity item that is specific to a program and issued to contractors to carry out the obligations of a grant and provide services to the community.  These services are not department-wide in scope.  Financial assistance contracts may be either fixed-price or cost-reimbursement. Expenditures under financial assistance contracts, participation agreements, and mini-initiatives are listed separately on the Department’s Schedule of Expenditures of Federal Awards (SEFA) and the Department’s A-133 Single Audit.  Contractors/providers are required to report their expenditures of these funds on their SEFA if they are required by OMB to have an A-133 audit conducted annually.
Fixed-price Contract:  A contract which provides for a firm, fixed price under which the contractor bears the full responsibility for profit or loss.  A fixed-price contract provides for a price that is not subject to any adjustment on the basis of the contractor’s cost experience in performing the contract.  Fixed-price contracts are appropriate for services that can be objectively defined in the solicitation and for which risk of performance is manageable.

A fixed-price contract is suitable for acquiring services on the basis of reasonably definite specifications or deliverables when the Department can establish fair and reasonable prices prior to execution of the contract, such as when:  (1) There is adequate price competition; (2) There are reasonable price comparisons with prior purchases of the same or similar commodities or services made on a competitive basis or supported by valid cost or pricing data; or (3) Available cost or pricing information permits realistic estimates of the probable costs of performance.

*A contract that has the designation of being fixed-price requires a “justification memo” accompanying the State of Work (SOW).  This memo should include the determining factors attributed to the fixed price also with specific justification.  Because OMB and CFR requirements prohibit payment of profit to recipients, a fixed-price contract should only be used if there is sufficient cost and pricing data available prior to contract execution to ensure that the contractor will not be receiving any profit (or amount in excess of actual allowable costs) under the contract.  Justification memos and a request for a waiver to use fixed-price contracts are to be submitted to the Division of Administration for review.  The Division of Administration will review the request and compare against the criteria for using fixed-price contracts instead of cost reimbursement contracts.  The justification memo and waiver request will be forwarded to the Director’s Office with Division of Administration’s recommendations for approval or denial of the request for waiver.  Approved waivers, will be granted for one year.  

Honorarium:  Payment of a professional person or group for services such as lecture, concert, consulting, etc.

Invitation for Bid (IFB):  A formal request for sealed bids used any time weighted subjective criteria is used in the evaluation of the bids.  Bids submitted in response to an IFB must be written, sealed, and delivered by the date and time specified in the IFB.  

Invoice:  An itemized list of commodities shipped or services rendered stating quantities, prices, fees, shipping charges, discounts, extensions, total, and remit to address, which is used for payments to individuals/entities.

Lowest and Best:  A term used when determining the lowest and best bid/offer.  Cost and other factors are to be considered in the evaluation process.  Factors may include, but are not limited to, value, performance, and quality of a product/service.

Lowest Responsive Bidder:  The bidder who is awarded a contract because the bid in unit price, total cost of operation, or value per dollar is lower than any of the bidders whose reputation, past performance, and business and financial capabilities are such that they would be judged by the appropriate authority to be capable of satisfying the needs for the specific contract.

May:  As used in contracts and competitive bid documents, means that a certain feature, component, or action is permissible, but not required.  

Minority Owned Business Enterprise (MBE):  A business that is at least fifty-one percent (51%) owned and controlled by one or more persons who are United States citizens and members of one of the following racial minority groups:  Black, American Indian, Hispanic, Asian American, or other similar racial minority group.  

Multiple Awards:  The award of separate contracts to two or more bidders for the same commodities or services where the award of a single contract would be impossible or impractical, or individual line items on a bid are awarded to separate bidders.

Must:  As used in contracts and competitive bid documents, means that a certain feature, component, or action is a mandatory condition.

No Bid:  A responses to an Invitation for Bids stating that the respondent does not wish to submit a bid.

Non-responsive Bid:  A bid that does not conform to the essential requirements of the Invitation to Bid.

Notice of Award (NOA):  Notifies the selected contractor(s) from a competitive bid process of the acceptance of a bid or proposal.  Presenting a purchase agreement or contract to a Bidder,

Objective Analysis:  An evaluation category in the competitive bid that is not influenced by personal feelings or interpretations and is based on supportable facts.  Cost is an example of an objective criterion.

Participation Agreement:  Participation agreements do not have total dollar amounts specified and are not classified as “cost-reimbursement” or “fixed-price,” but may have a unit price indicated for individual services, either within the agreement or by reference to a program manual or other reference.  Participation agreements do not specify a quantity and do not guarantee payment.  Payment is triggered upon a specified action by the provider that meets the criteria set by the Department.  In this manner, consideration/exchange occurs at the point of payment by the Department and not when the participation agreement is initially executed by the parties.  Expenditures under financial assistance contracts and participation agreements are listed separately on the Department’s Schedule of Expenditures of Federal Awards (SEFA) and A-133 Single Audit.  Contractors/providers are required to report their expenditures of these funds on their SEFA if they are required by OMB to have an A-133 audit conducted annually.  

NOTE:  Documentation must be provided to the Division of Administration detailing the process that will be used to monitor spending against the participation agreement.

PDQ:  “Quick Decentralized Purchase Order” document is used to order commodities and services NOT available on a contract and when the commodity or service is priced as a firm, fixed unit cost.  This document is also used for commodities purchased prior to the contract expiration date but when the purchase order is entered into SAM II after the end date on the Price Agreement.  

PGQ:  “Quick Price Agreement” document is used to order commodities and services available on a contract when the contract is priced as a firm, fixed per unit cost.

Pre-proposal or Pre-bid Conference:  A meeting to discuss with potential bidders technical and performance specifications and/or any contractual requirements of a bid solicitation.

Price Agreement:  An online document in the SAM II system that represents a contractual agreement between the State of Missouri and a vendor or vendors for a specified length of time.

Procurement:  The process of obtaining commodities or services (purchasing, leasing, or renting), including all activities from the preparation and processing of a purchasing request through receipts and approval of the final invoice for payment.  The acts of preparing specifications, making the purchase, and administering the contract are involved.

Procurement Contract:  Agreements used to purchase, lease, or barter property or services for the direct benefit of the Department.  Procurement contracts do not include financial assistance contracts or participation agreements.  Expenditures under procurement contracts are included but are not listed separately on the Department’s Schedule of Expenditures of Federal Awards (SEFA) and A-133 Single Audit.  Contractors/providers are not required to report their expenditures of these funds on their SEFA if they have an A-133 audit.  These types of contracts may be either fixed-price or cost-reimbursement.

Professional Services:  Services rendered by members of a recognized profession or someone possessing a special skill.  Such services are generally acquired to obtain information, advice, training, or direct assistance.

Proposal:  An offer submitted in response to a request that constitutes a solution to the problem, requirement, or objective in the request.

Purchase Order (PO):  A document used to formalize a purchase transaction with a vendor.  A purchase order, when given to a vendor, should contain statements as to the quantity, description, and price of commodities or services ordered; agreed terms as to payment, discounts, date of performance, transportation terms, and all other agreements pertinent to the purchase and its execution by the vendor.  Acceptance of a purchase order constitutes a contract.

Purchasing Request (DH10):  An internal document by which a division/bureau/section requests the Procurement Unit to initiate a procurement process.

RC:  “Receiver” document is used to record the receipt of commodities against a specific purchase order.

Request for Proposals (RFP):  This is a formal solicitation document that DPMM uses for complex and expensive procurements that may involve negotiations.  It contains written specifications and requires that sealed proposals be submitted in writing and delivered to DPMM no later than a designated date and time.  

Request for Quotation (RFQ):  An informal process used to solicit competitive bids for a specific product.  A RFQ contains specifications for the product(s) to be purchased, contract terms, such as invoicing, payment, delivery, contract period, and renewal terms if applicable, etc.  A RFQ must state a date and time for vendors to return their quote.

Responsive Bidder:  A bidder whose bid meets all the specifications and terms set out in the IFB/RFQ or any other solicitation document.

SC:  “Service Contract Order” document is used to order services available on a contract when the contract is priced as a single total price or a guaranteed not to exceed price.

Scope of Work:  Detailed description of the work the contracting agency wants the Contractor to perform and corresponding payment requirements.

SCS:  “Simplified Service Contract” document is used to order commodities and services NOT available on a contract and when the contract is priced as a single total price or a guaranteed not to exceed price.  This document is also used for services performed prior to the contract expiration date but when the purchase order is entered into SAM II after the end date on the Price Agreement.  
Sealed Bid:  A bid, which has been submitted in a sealed envelope to prevent dissemination of its contents before the deadline for the submission of all bids to ensure fair competition among bidders.

Service Contract:  A contract that calls for a contractor’s time and effort rather than for a concrete end product (i.e., maintenance contract on a copy machine).

Shall:  As used in contracts and competitive bid documents, means that a certain feature, component, or action is a mandatory condition. 

Should:  As used in contracts and competitive bid documents, means that a certain feature, component, or action is desirable but not mandatory. 

Single Feasible Source:  As defined in Chapter 34.044 RSMo, a single feasible source procurement exists when: (1) Supplies are proprietary and only available from the manufacturer or a single distributor; or (2) Based on past procurement experience, it is determined that only one distributor serves the region in which the supplies are needed; or (3) Supplies are available at a discount from a single distributor for a limited period of time.

Solicitation:  The process of notifying prospective bidders that the state wishes to receive bids or proposals to provide commodities or services.  The term applies to RFP, IFB, and any other appropriate procurement method.

Specifications:  A description of the physical or functional characteristics, or the nature of a supply, or service; the requirements to be satisfied by a product, material, or process indicating, if appropriate, the procedures to determine whether the requirements are satisfied.

Sub-contractor:  A person or company that assumes, by secondary contract, some of the obligations of an original contractor.

Subjective Analysis:  An evaluation category in a competitive bid that is influenced by an individual’s personal feelings, attitudes, and/or interpretations.  Experience and reliability, expertise of personnel, and method of performance are examples of subjective criteria.

Suspension:  An exclusion from contracting with the state for a temporary period of time.

Vendor:  A business or individual that desires to sell their product or service to the Department.

Women Owned Business Enterprise (WBE):  A business that is at least fifty-one percent (51%) owned and controlled by women who are United States citizens.
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